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THE BPJOHR COMPANY 


"3 National Machines 
save us $27,000 


@ year... ms 


Upjohn COMPANY 


"Three National Payroll—Accounting Machines save us 


$27,000 a year, 
months. 


which returns their cost every 8 
We use these machines for payroll writing, 


analysis and distribution and other accounting jobs. 


"Recently we installed two of your Class 31 Accounting 
Machines for General Accounting work and have recently 


ordered another for still another job. 


We expect to 


effect substantial savings with them as well. 


"We also use National Cash Registers in our cafeterias 


and canteens, 
offices. These machines, 


and National Adding Machines in our 
too, 


have paid for themselves 


through savings and other benefits." 


National machines promote accu- 
racy in accounting by doing up to 
% of the work automatically—and 
what machines do automatically the 
operators cannot do wrong. 

National machines soon pay for 
themselves out of the money they 
save, then go on year after year re- 


THE NATIONAL CASH 


Vice President & Treasurer 


The Upjohn Company 


Typical medicines, 
produced with care by 
Upjohn internationaily 
known manufacturer of 


pharmaceuticals. 


The Upjohn Company (Kala- 

mazoo, Michigan) knows the vital 
necessity of accuracy in their in- 
and 


gredients their compounding. 


turning their cost as handsome profit. 


There is a model for every size and 
type of business. Let the local Na- 
tional representative, a trained sys- 
tems analyst, show what you can 
save with the National System suited 
to your particular needs. 


REGISTER COMPANY, 


DAYTON 9, OHIO 


NATIONAL PAYROLL-ACCOUNTING MACHINE, | 
(Model used by Upjohn). Has 25 payroll totals, | 
and 42 totals for analysis and distribution. i 


a | Sw 
NATIONAL SALES REGISTER. Pays for itself in 
Upjohn’s cafeterias by speeding service and en- 
forcing correct recordings of transactions. 


NATIONAL CLASS 31 ACCOUNTING MACHINE. 
(Recently installed by Upjohn). Latest develop- 
ment for multiple-duty accounting, with electri- 
fied typewriter. 


NATIONAL ADDING MACHINE. (Model shown used 
by Upjohn). Has time-saving features never be- 
fore combined on one adding machine. 


ACCOUNTING MACHINES 
‘CASH REGISTERS * ADDING MACHINES 


Bg. A : ioe . _ ee aa ES a ee SS = fe 
ease = — a i a oe a — Se 
caer ae 
ape 
7 
om 
I te am 
ave} 
eae ogee ee . oe ge ere — CC: ae 
i eee ee ee ss ee is en St ay — si a ics > 
“Z eR adios ie f ee se 4 
H ee e ss $j } 
vad a : iz : es een cake 
Be. z + pwr E ee %. - pre erers rece: cna 
J ' | oe os ee 
LT 4 n “ 
ee } ig os ae We oe ae ie 
oe) eB i 4 = fe ‘ 
Bie ra yo  _, 
Tae ae ' . es Aa : 
“ater aaa “F ~" iia 
ae ee. aie set. a 
ie Fe eee ‘eo gee 
a ee a 
a po 
ae Y t 
a | 
=. cg eae eas og 
23 - Yo hh ee 
om ee ‘a ee ta 
af. ge — 
ita TEE WAY 4 ~S 
sy 7 j ‘ C j ae 
; ae 4 o oe q/ 
a P 4 ox: 
e ' f : il: 
Br 7 A i i 4 Paras é, 
PO Po Q -— 
ge y | ; OF town, i saa 
ae 2 1 as oe 
ier! 
Bo | 
ee 
a 
eae, 
ok Be AS A ae 7a : ee ee > . oe 
; pe ; ee ee A a a pS ae 
rie ee Z _ £ oo > hee o . i i oe - 
4 ee ee tis. 
é ’ | a SS 
Pe é _ fj Mee 8 
a ie | Ps ty i. 
x Seca 2 a” rs : 
E : See a x sett ; “83 ‘ _ st MiB a i 
j a { é : ge : : ee Oe : & + ¥ a ten " ‘te : 0 
oo ae ae t a ee = si Se eee ‘@ ee 4 x ~ ees, ‘s ; 
“2 bee g s < : , 4 si 2 * >| ~ eo é ; 
oe. ie, : Se ees 
Reus, Be S ee Se : 
land ik ane Bs eRe a Sen tty fe Re oem “ 4 
be ’ Es eae te ote ee 4 i 
a i @ ie ti) ee 7 - : 
a a he econ ee /: . i 
Big : a om Me ee ae efi Z a. -... «ss — 
ees” al al ack e 2 . Fe ie he : 
7 Be ame 2 ee : wast Re. Ce ae . . 
: ‘ Le : i ees : 
E ' : e ge oe a oe ee 
e ES e él a ge ea oe 
7 eee eS ie ae 
— ' te, a > ‘e — Ba. 
a 5 we 08 
- | 
. Walional 
Sy ee 
i o 
Se ee) ft ME 
ss is 4 Bi li tiie jai citadel Sicsdiinana si sii Joc snc» apace ee Tus aaiageaRRRE ON. pee M 
a. 
— Ne, 
‘ ” 5 - on 


Want the greatest 


economy... 


the greatest efficiency. . ; 


select 
the dealer who 


features 


Your Steelcase dealer offers you more than attractive office furniture 
... he offers you a Steelcase engineered office plan to speed and simplify 
your “work flow,” increase efficiency, boost morale. Steelcase units are 
engineered with standardized, interchangeable parts to give you the 
convenience and flexibility that saves you time, space and money. And 
while it is the last word in efficiency, Steelcase furniture is also beautiful 
in smart, modern colors, new metallic finishes and matching upholstery 
and tops. Your Steelcase dealer is a specialist in office planning and 
layout. See him today. 


Voy Look for Steelcase in the classified 
section of your telephone directory. 


STEELCASE 


For new ideas in office planning, write for ‘‘Tooling Up Your Office’’ Business Equipment 


METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 
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A TRULY FINE OFFICE 
DOES SOMETHING FOR A MAN! 


When you stop to consider that the majority of your The foregoing is not news to Macey-Fowler, for we have 


waking hours are spent in business activities, it’s just plain been engaged in creating fine executive offices for many 
common sense to have your surroundings as pleasantly con- years . . . and, for the finest and largest firms in the country, 
ducive to work as possible. An office that’s smart, brisk and Right now, at our new showrooms, you can see typical offices 
trim in appearance, and efficiently laid out inspires con- set up in “model room’ displays. Whether your tastes are 
fidence in visitors, and gives you great personal satisfaction. towards the modern or traditional, you can see and “be in” 
Have you ever considered this? the office that can be yours. 


ee'2 sisi Be dual 


If you can’t visit in person, we'll be glad to send you our handsome illus- 


trated catalog and brochure of model offices. Address your request to— 


aceu lowler 


INCORPORATED 
305 EAST 63rd STREET ~ tempteton s-5900 » NEW YORK 21 


Fine Executive Furniture in Both Wood and Steel 
4 OFFICE MANAGEMENT AND EQUIPMENT March, 1952 
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1952 


Office 
Management 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


Association Value 
AMERICAN GENIUS for coopera- 
tion is nowhere better demonstrated 
than in that sharing of experience 
which goes on within the framework 
of our business associations, national 
and local. 

Office management is a _ profession 
which is peculiarly America’s own 
creation, just as the modern office it- 
self is, and the constant advancement 
of this profession and of the office 
where is is exercised is due in very 
great part to the opportunities given 
office executives for the exchange of 
information and opinion in the meet- 
ings of the National Office Manage- 
ment Association, the American Man- 
agement Association, the Life Office 
Management Association, and the 
many other organizations of men and 
women interested in the attainment 
of maximum office efficiency. As a new 
year of association activity gets under 
way, this magazine wants to extend to 
all of these organizations its very best 
wishes for continued success in the 
job they are so eflectively doing in 
helping to pool the experience of 
ofice people for the general good of 
the American office. 

May their membership increase! 


J Member of Audit 
Bureau of Circulations 
Member of 
Associated Business Publications 
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NO INK-STAINED 
FINGERS WITH 
THIS DESK PEN 


World's largest 
/ selection of point 
styles. All points 
‘instantly renewable 

in case of 


damage. 


Finger grip " 
_ never touches ink. j 
- No chance for ink j 


—_—_ 
“Ink-Locked” to touch you. 
against accidental Vv ea 
spillage. Can’t leak. 7 7 a 
gaxtieancn Base holds _ 


{ 40 times more 

f ink than ordinary 

_ fountain pen desk 

sets. Easy to 
clean as a 


ne: saucer. y 


ls —— : 


Single and double sets in “‘service”’ and “executive” models to harmonize with any desk. 


CHOOSE 


THE RIGHT POINT FOR THE WAY YOU WRITE 


f 


Ask for a demonstration at any pen counter 


Gsterbrook 


M44 DESK PEN SETS 


The Esterbrook Pen Company, Camden 1, New Jersey 
The Esterbrook Pen Company of Canada, Ltd., 92 Fleet St., East; Toronto, Ontario 


COPYRIGHT 1952, THE ESTERBROOK PEN COMPANY 
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“INVEST IN AMERICA” NEW 
THEME OF NATIONAL 
BUSINESS SHOW 


According to an announcement made 
late last month by Rudolph Lang, ex- 
ecutive secretary of the Office Execu- 
tives Association of New York, Inc. 
and managing director of the National 
Business Show, the 1952 Business 
Show will take place at Grand Centra] 
Palace from October 20th to Octo- 
ber 25th. This 48-year-old event, now 
backed by the Office Executives Asso- 
ciation, has previously accented office 
machines and equipment. 

“This year every major industry will 
share in showing America the cause of 
its greatness,” the announcement 
stated. The exposition will fill all four 
floors of Grand Central Palace with 
visual demonstrations showing the 
world how America thrives under 
capitalism.” 

The Office Executives Association of 
New York, Inc. issued the following 
statement: “The job of selling the 
American way is up to management. 
No one industry or group can accom- 
plish the whole job. The office machine 
and equipment industry, as the indus- 
try behind the operations of all indus- 
tries, has undertaken the responsibility 
of keynoting this campaign. The Amer- 
ican system of free enterprise has to be 
sold completely to all Americans. Ev- 
ery industry should welcome the op- 
portunity to take part in this effort”. 

Mr. Long pointed out that Detroit, 
Los Angeles and Philadelphia have, 
during the past year, had “Invest in 
America” weeks designed to present 
to the community the role that capi- 
talism has played in making America 
great. These local events, sposored by 
civic leaders and business groups, 
demonstrate the role each individual 
shareowner and worker plays in making 
this the most powerful industrial nation 
in the world, Mr. Lang said, adding 
that through the National Business 
Show in New York, more people will 
be given a chance to see how America 
works. 


TEN NEW COURSES OFFERED 
BY N. Y. U. 


Thirty-eight adult education courses, 
of which ten are offered for the first 
time, have been scheduled for the 
spring term by the Management In- 
stitute of New York University’s Di- 
vision of General Education, Dean 
Paul A. McGhee has announced. 

New classes to be given by the In- 
stitute, which cooperates with com- 
panies that have established tuition re- 
fund programs, range from the “De- 
velopment of Executive Ability” to 
“Financing a Small Business.” Course 
instructors will include personnel di- 
rectors, purchasing and training man- 
agers, business and advertising con- 
sultants and other leaders in the dif- 
ferent phases of management. 

Intended for practitioners in the pro- 
fession of management, including 
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Rock aPile 


Now it’s a fact! Office furniture and equip- 
ment that combines efficiency, comfort and 
beauty—Rock-a-File Modular Office Furniture 
and Equipment. Engineered for efficient use, 
solid working comfort and warm beauty, Rock- 
a-File Modular makes any office a more at- 
tractive, pleasant place in which to work. 
Gone is the old-fashioned, cluttered look of 
unmatched pieces. Rock-a-File Modular units 
—desk, file, bookcase, waste receptacle, type- 
writer cabinet, drawer cabinet and shelf stor- 
age cabinet—in wood or steel construction— 


For complete details, write today for eatalog and price list. 


ee cas) — 


are designed to fit available space with the 
maximum in efficiency. Each unit easily con- 
nects to companion units in any desired ar- 
rangement—making a complete and harmo- 
nious furniture layout. 

Everybody, from executives to stenogra- 
phers, will appreciate the efficiency, economy 
of space, comfort and beauty of Rock-a-File 
Modular Office Furniture. Available in steel 
or wood, Rock-a-File Modular steel units are 
furnished with gray or walnut finish; wood 
units in genuine walnut only. 


ROCKWELL-BARNES COMPANY 
Specialists to the Stationer since 1903 


35 East Wacker Drive Chicago 1, Ill. 
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‘IN THE FINEST OFFICE 


hea 


Been thinking about a ne 

can make a smart investment for yo 

by having offices that reflect the 
| of your company. Why not let your Sec 
_ show you how a complete — 
CRESTLINE Office will work — 

_ for you. We shall be 
glad to send you his name » 


ted by 


TY STEEL EQUIPMENT CO} 


How to put your office to work. 


those in personnel and industrial re. 
lations, systems and procedures, mate. 
rials handling, accounting, small busj- 
nesses and foremen and_ supervisors, 
the courses are maintained on a thor- 
oughly practical and up-to-date basis, 
Classroom discussion will incorporate 
coverage of current problems and de- 
velopments in addition to the essential] 
thinking required to achieve practical 
results on the job. 

To be conducted for the first time 
are the following courses and their jn- 
structors: “Development of Executive 
Ability,” Louis Lerda, director of 
training, Esso Training Center; “Case 
Studies in Supervision,” Charles L, 
Cote, supervisor of training for the 
Lederle Laboratories Division, Amer- 
ican Cyanamid Co.; “Personnel Selec- 
tion and Testing Techniques,” Leonard 
Small, counselor, Vocational Advisory 
Service, and “Installing and Analyzing 
Punch-Card Operations,” Eugene Mur- 
phy, punch-card equipment instructor, 
Metropolitan Life Insurance Co. 

Also: “Financing a Small Business,” 
Rolf Wubbels, consultant; ‘Profitable 
Advertising in Small Business,” Wil- 
liam L. Doremus, consultant; “Profit- 
able Selling for Manufacturers and 
Wholesalers,” Conrad K. Osterman, 
business specialist, U. S. Department 
of Commerce; “Effective Speaking in 
Business,” Charles A. Fritz, professor 
of speech, N.Y.U., and “Control of 
Costs Through Accounting” and “Pre- 
senting ‘and Interpretation of Account- 
ing Data,” both by John N. Myer, as- 
sistant professor of accounting, Col- 
lege of the City of New York. 

Registration by mail may be made 
at this time, while those choosing to 
register in person may do so until 
February 8, from 4 to 7 p.m. For 
complete information write Denis Sin- 
clair Philipps, director, The Manage- 
ment Institute, New York University, 
1 Washington Square North, New 
York 3. 


— 


NEW MOSLER "SELF-SERVICE" 
CASH HANDLING SYSTEM 


A dual system of handling sales 
clerks’ change funds and daily sales re- 
ceipts that can save a department store 
enough man-hours to pay for the sys- 
tem in a year has been developed by 
the Mosler Safe Co., it was revealed 
recently by Edwin H. Mosler, Sr. 
president. 

Called the Mosler Decentralized 
Cash Control System, it is now being 
installed by Gimbels, New York, after 
a highly successful four months test 
period. This is the first installation in 
the country. 

More than two years of coordinated 
research by Gimbels and the Mosler 
Safe Co. preceded the actual test 
period. 

The old method at Gimbels required 
three cash control stations where the 
store’s army of sales clerks converged 
) from twelve selling floors and picked 
up $30 change funds each morning 
and made deposits each evening. 


(To page 10) 
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Striking Difference! 


fam] 2 


March, 1952 


How easily and effortlessly you type on an 
IBM Electric! No pounding the keys. . . 
you use only the lightest touch of your 
fingertips. 


Everyone will notice the exquisite ap+ 
pearance of your typewritten work. With 
an IBM Electric, every letter is clear, 


even, consistently beautiful. An IBM is 


energy-saving, time-saving, money- 
saving, too! 

Doesn’t it strike you that you would 
like the letter-perfection of an IBM? 


hic [ypewrd 


etd 


INTERNATIONAL BUSINESS MACHINES 
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IBM, Dept. MG-2 

590 Madison Ave., New York 22, N. Y. 

C] Please send descriptive folders on the 
IBM Electric Typewriter. 


C] I should also like a free copy of IB M’s 
32-page Electric Typing Guide. 


Name. 
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(From page 8) 

Although one of the nation’s most 
efficiently operated stores, Gimbels 
found that even staggered employees’ 
hours failed to break the chronic 
morning and evening bottlenecks. 
This was especially true at the end of 
the day. During busy days and sea- 
sonal peaks, the waiting was particu- 
larly bad. 

The Mosler system of change fund 
and sales receipt handling is self-ser- 
vice and eliminates this bottleneck. 
Also, it provides complete protection 
for the cash, store, and employees. 
For the first time, sales personnel can 
be held completely responsible for 


their own change fund and receipts. 
By decentralizing, equal emphasis is 
placed on speed and protection. 

The technique is based on two units 
—a safe for sales clerks’ change funds 
and a receipt-giving depository. Both 
protective devices are fire and burg- 
lary resistant, compact, and require lit- 
tle floor space. Gimbels is placing 12 
installations throughout the store. 


The change fund unit is a deposit 


box safe which opens up to make 
easily accessible 100 individually 
locked safe deposit compartments, 


each containing a plastic cash box. 
Each clerk is assigned a box and is 
given a unique key which is cylindri- 


Portrait of office economy 


Today’s rising office costs make true 
economy in your office machine sup- 
plies more important than ever. 
Start slashing those costs now, with 
Remington Rand typing aids and 
supplies like — 

Line-a-time Copyholder ... Less 
operator fatigue and increased typ- 
ing production as Line-a-time holds 
copy right before the typist’s eyes 
in natural reading position. 

Nylex ... The all-nylon typewriter 
ribbon that’s breaking all records 


Te 

May Z | 
AR | 

Papen - . 


for longer wear and executive cal- 
iber printwork. 
Patrician Carbon Paper... For 
faster, easier, cleaner handling with 
a bonus of more good carbon copies 
per sheet. 
Rem-Masters...The best in hecto- 
graph masters for quick production 
of sharp, legible multiple copies. 
For true economy in your office 
supplies, just call your nearest Rem- 
ington Rand Business Equipment 
Center today or use the coupon. 


Room 2501, 315 Fourth Avenue, New York 10, N. Y. 


We would like more information on [] Line-a-time Copyholder [] Nylex Ribbon 


(0 Patrician Carbon Paper [] Rem-Masters. 


cal and cannot be duplicated. For 
audit purposes, there is a master key 
which opens all boxes. 

For Gimbels, each box is designed 
to hold $30 in cash which is visible 
through the transparent box top which 
is ruled to expedite coin counting. Ifa 
clerk fails to insert the box into the 
safe, an easily visible red button sig- 
nals that fact immediately. The other 
half of the system, the depository unit, 
is like a robot bank teller that simul- 
taneously receives, receipts and de- 
posits money turned in at the end of 
the day. Actually, it is an ingenious 
cutting and receipting machine mount- 
ed on a modern Mosler safe. 


When the sales clerk prepares her 
deposit, she wraps the cash and bills 
in a special currency wrapper on 
which she writes an itemized state- 
ment of her cash receipts. She then 
slips the wrapped currency into a slot 
in the depository which holds the 
wrapper upright. One stroke on a lever 
cuts the top of the wrapper so that the 
bottom portion containing the currency 
drops into a canvas bag within the fire 
and burglary resistant depository. The 
one-stroke lever simultaneously em- 
bosses the store name on the receipt 
and cuts the embossing in half. Half of 
the embossing remains attached to the 
currency and falls into the safe. The 
other half remains on the _ receipt 
which is taken away by the sales 
clerk. This makes it possible to check 
the authenticity of a receipt at a later 
date by matching the embossing of 
the severed edges. 

Vice-President John Mosler points 
out that if a clerk tries to deposit only 
the receipt portion of the currency 
wrapper in the Mosler depository the 
“almost human machine” will refuse 
to emboss the receipt. 

“The new and _— simple-to-learn 
money handling system will save the 
time of people who had formerly ser- 
viced the cash stations. Also, it will 
save time formerly wasted by hun- 


dreds of sales people receiving or 
turning in cash. 
“In addition,” Mosler says, “it 


makes the checking of personnel in 
and out an automatic operation. The 
system can be easily adjusted to fit 
the specific cash handling needs of 
any department store.” 


BEAUTY IN BANK CHECKS 


Two leading companies in the field 
of bank and business protection, the 
Mosler Safe Co. of Hamilton, Ohio, 
and the Todd Co. of Rochester, N. Y., 
recently joined hands to display an out- 
standing collection of unusual bank 
checks. 

The display, titled “Beauty in Bank 
Checks,” was a collection of the work 
of John Wenrich, nationally known 
architectural artist, who designs check 


Company aii background designs for the Todd Co. 
It was on display the week of Feb- 
Add = ; eee 
os . ruary 11 in the show windows of 
or eee canner oon Mosler’s New York City offices at 320 
I eee on niin eb pabaaemant Fifth Ave. 
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DOODLES in the Air® 


' needed in sports . 
asteful in business 


iat Be) 


4OODLES in the Air © © 
Gre unobserved WASTE MOTIONS 
... needless extra. monipulation oF 
hands and equipment in the writing 


ie 


a 


EXPERT SIMPLIFICATION OF FORMS ISTHE ANSWER 


_Everyuseless move,everyunnecessarycarriage _ 


D MAIL 
THIS COUPON NOW! 
| err 


_ return, every avoidable tabulation and align- 
tems Engineers. Savings in time and effort are iAP +5, MISSOUR! 
planned to free a girl for 2 extra hours of work AIAERIC! gTRE a 

a day. Our proof is conclusive — you have only — ; 

see it to believe it. Get the facts today! 


' $7 i“ HS, 


otographic Tracer-Light 


: 4 . e ‘Gt M Send us you 
EE PHOTOGRAPHIC PROOF IN’ © Brochure reveo 
E-OPENING FREE BROCHURE = business forms: 
ht and stop-watch tests reveal the substantial savings Compo 
with American Lithofold re-designed forms. These Address 
figures can be duplicated for YOU! ut 
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ASSOCIATION NEWS 


The Records Management Associa- 
tion of New York has decided to spon- 
sor the following courses: Basic Course 
—designed primarily for private secre- 
taries, record clerks and others who are 
responsible for the keeping of business 
records. The course covers all filing 
systems and filing department rou- 
tines. Lectures and discussions are 
supplemented by practice in the use of 
filing equipment and students will have 
the opportunity to observe the work of 
filing departments in some of the large 


business offices and to visit displays of 
filing equipment; Advanced Course— 
planned for persons who have had 
practical experience in record keeping 
and who wish to qualify as supervisors 
or executive heads of filing depart- 
ments. The course includes the lay- 
out of the department, its equipment 
and supplies; the selection and _ train- 
ing of personnel; the preparation and 
use of departmental manuals and the 
records kept for measurement of pro- 
duction and accuracy; a comparative 
study of all filing systems, depart- 
mental routines, transfer and retention 
plans, and a critical analysis of indi- 
vidual filing problems. 

Subject Course—arranged for record 


“22 CENTS—WHERE ARE YOU?” 


Nine o'clock at night, and this poor fellow, supperless and cold is 


still chasing an error of 22 cents. 


PITY THE MAN! 


—and all bookkeepers like him, who worked in the year 1839. Their 
day began at six in the morning, was supposed to end at six at night, 
but professional pride kept them over time until their accourits were 


balanced. 


It’s all because in those days, each entry was made by hand, there were 
no adding or calculating machines and old-time ledgers had too few 
columns. Various kinds of income. and disbursements had to be 


bulked under general headings. 


Today, Tarco efficiency forms have so systematized record keeping 
that auditors and bookkeepers have complete control over figures at 
all times, errors are easily found and the status of a business is appar- 


ent from day to day. 


You should see the Tarco catalog covering 240 modern forms, flexible 
chain-post binders and other auditing aids. Also, if you use any 
forms made to fit your particular business, we custom-print them to 


your exact specifications. 


Don't delay! Write for Catalog F-1 today. 


Consult your 
Public Account- 
ant about the 
best Forms for 
your Business. 


TALLMAN ROBBINS & CO 


Tarco—Better Business Forms, Binders and Co-ordinated Filing Equipment since 1912 


326 W. Superior St., Chicago 10, Illinois 
New York © Kansas City © Indianapolis © Tulsa © Wichita @ Washington 
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clerks who desire to learn how to clas- 
sify and index subject material. Lece- 
tures will be followed by intensive 
practice work both in class sessions and 
as “homework.” Subject classifications 
will be analyzed thoroughly and model 
classifications will be prepared by the 
students. This class will be limited to 
a small group of students and only 
those with a sincere wish to master the 
science of subject classification can be 
accepted. (This course will not be given 
unless sufficient enrollments are re- 
ceived.) 

Miss Leta J. Stroben of The Globe- 
Wernicke Co., who has taught many 
classes in filing and record keeping, 
will conduct thesecourses, assisted by 
Mrs. Helen F. Foley of The American 
Cancer Society, Miss Marguerite L. 
Stainkamp of The Equitable Life As- 
surance Society and Miss Marian R. 
Wilhelm of A. R. Menzies Associates. 

Classes will he held at the Hotel 
Governor Clinton, 7th Ave. and 3lst 
St. on Tuesday evenings from 6.30 to 
8:30, starting March 11. The charge 
for each course of 14 sessions is $50.00 
and includes lecture notes and practice 
materials. There is no registration fee. 

Registration forms should be sent as 
soon as possible to Mrs. Ella D. Red- 
mond, Registrar, National Broadcast- 
ing Co., 30 Rockefeller Plaza, New 
York 20, N. Y., Room 699. 


A special meeting of the executive 
steering committee of the National Ma- 
chine Accountants Association was 
held in Milwaukee on February 14, 15, 
and 16. This committee met to formu- 
late plans for the first national conven- 
tion of this Association to be held in 
June at Minneapolis, Minn. 

The National Machine Accountants 
Association is an outgrowth of the 
organization of many local chapters in 
the principal cities of the United States. 

Because of the rapid growth of these 
chapters, it was felt that they should be 
grouped under a national program. As 
a result of this.tremendous demand, a 
Constitutional Convention was called 
for in September 1951 at Chicago. Here, 
the national officers were elected anda 
national program and policy were es- 
tablished. 

The meeting of this executive steer- 
ing committee was the first since its 
election. 


Practical methods, improved tech- 
niques and the latest research in the 
field of time study will be the theme 
of the seventh annual Time Study and 
Methods Conference to be sponsored 
by the Society for Advancement of 
Management, Inc., and the manage- 
ment division of the American Society 
of Mechanical Engineers. The confer- 
ence will be held at the Hotel Statler, 
New York, April 24-25. 

Concurrent sessions will take place 
both days, with sixteen outstanding 
management men covering all levels 
and areas of management. The pro- 
gram is an integrated one. The first 


(To page 15) 
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“FEDDERS is a welcome asset during the hot sum- 
mer months!” says L. J. Cowan, Philadelphia. 
The Fedders unit circulates cool, mountain- 
fresh air throughout the office, keeps executive 
efficiency high in the hottest, muggiest weather. 
Comfort circle grille allows installation at any 
height. 


The handsome, streamlined FEDDERS unit fits right 
in the window—no pipes, no ducts, no build- 
ing alterations. Won’t drip on outside of build- 
ing. Plugs in like a radio, works for pennies 
worth of electricity a day. 
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“FEDDERS makes me enjoy working even on worst 
summer days!” says H. H. Baxter, Charlotte, 
N. C. The Fedders unit dehumidifies the air 
. and filters out dust, dirt and pollen. Re- 
lieves hay-fever. Keeps offices clean, cuts down 
housekeeping costs. Circulates, ventilates. 


fatdere 


A GREAT NAME IN COMFORT 


There’s a FEDDERS for every office and every need. 
Mail coupon today for complete facts. 


MAIL THIS COUPON TODAY! 
Fedders-Quigan Corporation, Refrigeration Appliances 
Division, Dept. OM-1, Buffalo 7, N. Y. i 


0 Please send me your interesting 16-page booklet on 
Fedders Room Air Conditioners. 


0 Please have your representative call. 
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STAPLING EQUIPMENT 


GIVES YOU 


Extra Years 
OF STAPLING PLEASURE! 


It’s pleasant to fasten and unfasten papers with 
ACE Stapling Equipment. You can also use it 
for fastening bags and bundles and cardboard 
boxes . . binding presentation portfolios, tack- 
ing up signs, and many other — You see, 
many ACE machines staple, pin, tack, and hand- 
fasten. And, the ACE Staple Remover will zip 
out the staples, in a jiffy, when wanted! 


These are good reasons why you, too, will be 
happier with an ACE, no matter which model 
you choose. Your ACE Stapler is the TOP 
QUALITY instrument in its price class! You'll 
get extra years of the hardest kind of service 
from this dependable machine. It is made with 
watch-like precision from the finest materials. 
Millions are in use all over the world. So . . for 
extra years of stapling pleasure be sure that the 
Stapler, Staples or Staple Remover you buy is 
an ACE .. the world’s finest for more than 
twenty years. 


SOLD THROUGH DEALERS EXCLUSIVELY 


HOW THE ACE PROCESS MAKES ACE STAPLES STRONGER 


ACE engineers have developed a process which gives ACE Staples 
the exact degree of hardness and rigidity needed to insure greater 
tensile penetrating strength. FIG. 1 shows a cross-section of an 
ALL-ROUND steel wire. Ace uses only premium, precision-made, 
accurately drawn-to-size steel wire. FIG. 2 shows the all-round 
steel wire after being treated by the ACE PROCESS. This gives 
maximum strength on the outer edge where it is needed most. 


ACE STAPLE 


ACE scourT 


REMOVER 


Je 
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¢ Machines 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 


IN CANADA e ACE FASTENER (CANADA) LTD., 1 NOTRE DAME ST., 
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ASSOCIATION NEWS 
(From page 12) 


part is built upon the application of 
methods and techniques and the second 
part reports the latest important re- 
search in the field of time study and 
methods clinic. 

The Thursday morning, April 24 ses- 
sions, will include the following three 
speakers: James E. Newsome, S.A.M. 
member and superintendent of John- 
son & Johnson in Chicago, on the ap- 
plication of time study and methods 
to cost control; Donald H. Dalbeck, 
treasurer and controller of Reed-Pren- 
tice Corp., Worcester, Mass., on the 
pricing and unit cost and the applica- 
tion of time study and methods; and 
Noble Hall, manager of the sales re- 
search division of the Atlantic Refining 
Co., Philadelphia, Pa., on the applica- 
tion of time study and methods to sales 
and distribution. 

The Friday morning, April 25 ses- 
sions, will include: Hugh A. Bogle, 
§.A.M. member and supervisor of man- 
agement engineering of the consulting 
section of E. I. du Pont de Nemours & 
Co. Wilmington, Del., on the main- 
tenance and application of time study 
and methods; W. R. Overbey, motion 
time analysis supervisor of the Carter 
Carburetor Co., St. Louis, Mo., on the 
inspection and application of time 
study and methods; and Cornelius J. 
Crowley, manager of the material han- 
dling department of the Singer Mfg. 
Co., Elizabeth, N. J. on the application 
of time study and methods to material 
handling. 

The Thursday luncheon speaker will 
be Walter H. Wheeler, Jr., president 
of Pitney-Bowes, Inc., Stamford, 
Conn., who will discuss “How Time 
Study and Methods Techniques Help 
Members of Top Management Fulfill 
Their Responsibilities to Their Cus- 
tomers.” 


Transcription Supervisors’ Associa- 
tion of New York heard Henry L. 
Maggiola, assistant to the treasurer, 
Combustion Engineering Superheater, 
Inc., discuss “Wage and Salary Stabil- 
ization” at Whyte’s Restaurant last 
month. 

Mr. Maggiola is an industrial member 
of Wage Stabilization, District 2, N. Y. 


New officers of the Records Manage- 
ment Association of New York for 
1951-52 are as follows: Miss Ethel A. 
Carew, Esso Standard Oil Co., presi- 
dent; Miss Beatrice G. Roach, The 
Equitable Life Assurance Society of 
the United States, first vice-president: 
Miss Violet Campbell, Metropolitan 
Life Insurance Co., second vice-presi- 
dent; Miss Charlotte L. Willuschat, 
Underwood Corp., recording secretary: 
Mrs. Mildred M. Aden, Ebasco Serv- 
ices Inc., corresponding secretary; and 
Mrs. Betty McMahon, L. Sonneborn 
Sons, Inc . treasurer. 

(To page 18) 
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CUSED chairs \ 


6 Easy Adjustments 
—without tools 


1. For height 4, For height 


of seat. of backrest. 
2. For depth 5S. For angle 
of seat. of backrest. 


6. For tension 
of tilt action. 


3. For slope 
of seat. 


MODEL 16-S 


MODEL 20-A 


*Prices in Florida, Texas and 11 Western 
states. 


Office Chairs 
HAMILTON ny ama 


Also makers of COSCO Household 
Stools, Chairs and Utility Tables 


OFFICE MANAGEMENT AND EQUIPMENT 


Make this 2Z52Z test - 
in your office-at no cost 


Take Cosco Office Chairs into your 
own office for a free, 10-day trial. Let 
your most critical “‘seat-critics’’ subject 
them to every test and comparison. 
Then see if everyone doesn’t agree that 
Cosco offers more for your money than 
any other chair . . . true custom-built 
comfort at mass-production prices. 

Mail coupon for installation of any 
or all six all-steel models in your office— 
without obligation. Four adjustable 
models with up to six easy adjustments. 
Seats of all models cushioned with Fire- 
stone Foamex or foam rubber latex. 
Bonderized, baked-on enamel or chro- 
mium finish and Du Pont “Fabrilite”’ 
upholstery in all popular office colors. 

Illustrated: At top, 17-A Executive Chair, 
$48.45 ($50.95*); also 17-T, armless, $43.25 
($45.25*) Extreme left, 16-S Secretarial Chair 
with spring back, $31.95 ($33.45*); also 16-F: 
fixed back, $29.95 ($31.25*). Left, 20-A Side 
Chair, $29.25 ($30.55*); also 20-L, armless, 
$23.95 ($25.25*). 


eooor EE 
HAMILTON MANUFACTURING CORPORATION 
Department D3 COLUMBUS INDIANA 
Gentlemen: 
Please send me, without obligation, name of 
nearest dealer and complete catalog. 
Name 
Title 
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mm oe es ee oe oe ee eo oe oo 


_ 
w 


i aincatia cdbomitimadedttel 


_. 


- : | 
i 5 
' Fagg nea . 
1 
i] 
I 
I 
: f , 
! <r ‘ ¢ : 
for comfort! Gam 4 
convenience! a 2 | 
; value! mail — 
1 : : —— rs ™~. a. © 
coupon today 4 —~—=\ ;' | 
| A 
! 4 
I 
1 ; 
| 3 
; 
| 
l 
| 
! i i ' 
, 7 
! \ 
1 \ 
i | | i 
, 
a, | 
: — 
! po | 
: a 
l 
! L405CO | 
y a 7 
ss | a = 3 


are designed to speed and efficienize all office ; 

Top quality items for everybody at remarkable low 

prices _ Stchnasts is the originator of the All-in- 

One Series—The-Build-Up-As-You-Go-Along-Line— 
and many other stationers items. — 


| you can ADD and ADD and ADD 
on . 


executive " glido executive 


; i visible system card cabinet 
ew in America 


a ’ 7 
q DESIGNED BY 


safer-at-home 
office units 
“‘combo-lock” 


aaa \ 
\E\ EVEN) 


Sheclmaster 


card cabinets 
“build-up-as- 
you-go-along” 


(eel 
(ey 


n\ 


fast-action 
steel 


s art steel co., inc. 
@ 4170 w. 233rd street | 
new york 63, n. y. | 
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LOW PRICED 
HIGH QUALITY 


MODERNIZE [tee 
eee to lighten and Baas ay 


The most beautiful roll-top Stationery Full “eye-range” visibility —an easy 
brighten office Cabinet in America. In plastic and steel portable, workable, visible system — 
—for functional service at fingertip at a remarkably low price. Available 
k control—Original design by FUTURA. in Grey or Green—locks extra. 16” 
wor Black plastic—Grey steel housing. deep for easier operation. 


ROLL-TOP CARD CABINET SECURITY BOX - z 

auty and function joined together The most functionable roll-top card -At-Home"’ extra duty, extra- 
to produce the most outstanding. m cabinet for 3x5 cards. In plastic and service, extra-heavy security vault 
ern Personal File made of plastic pad steel—Fingertip operation—Original type strong box with individual com- 
steel—it’s beautiful—Original design design by FUTURA. Black plastic, Grey bination lock. Only you know your own 
by FUTURA. Black plastic—Grey steel steel housing. Capacity 750 cards. combination. Finished in Futura 
housing. GL-46 (4x6 cards) 


"FUTURA LETTER TRAYS LETTER TRAYS 


PERSONA FILERETTE This modernly designed low-priced A modern executive | letter tray that 
Heavy duty “Persona” filerette for low letter-legal tray affords complete ac- swivels pletely as high and low 
cost portable filing. Made of best- cessibility to contents from all sides— position and odds beauty to the mod- 
grade furniture steel—precision engi- with finger holes to expedite the quick ern desk. A perfect unit. Original de- 
neered, electrically welded throughout removability of all papers and con- sign by FUTURA. Walnut color. Trays 
for strength. Finished in Futura Grey tents. Available in Silver-Grey lustre & post. 
lustre lite. 


Per set of 2 and bracket 


A modern desk-work Siaier—the CARD CABINETS (SINGLES) CARD CABINETS (DOUBLES) 


original “Tidy-Desk"’ that keeps desks This world standard, ity low This world standard, top quality low 
orderly, efficient, organized. 5 spacious priced card cabinet is pa dn to meet rabies sade aude oan to meet 
work compartments (2° wide) to every requirement for card filing facili- every swqrlenment ral “an fecili- 
Ct hc ties for 3x5, 4x6, 5x8 or 6x9 cards. pe ee en Te 
Ports, forms, etc. Made of best grade with instant compressor 
furniture steel. low-block and build-up feature. 
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wiltshire modern 
CONSULTATION 
DESK 


Ideal for banks, finance offices, in- 
surance companies . . . this Wiltshire 
Modern Consultation Desk is designed 
for private confidential conference be- 
tween two or more persons. 

This versatile desk allows fort- 


customer consultation, you meed the 

Wiltshire Consultation Desk. See it at 

your dealer's now! 

WRITE FOR OFFICE PLANNING GUIDE 
Imperial'’s Office Planning Guide 


able, close-in seating on three sides 
+ +. Saves space while increasing the 
efficiency of your office. 

If your business requires frequent 


Complete with floor plan, cut-outs and 
basic office planning information .. . 
is available now from your nearest Im- 
perial dealer. Call him today .. . or 
write direct for your copy. 


cm 
Imperial 
desk company 
EVANSVILLE 7, INDIANA 


me 


ASSOCIATION NEWS 
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informative! 
stimulating! 


display space is 

98% gone . . if 

import you wish to 
ont! participate, 

act immediately. 

Write to: 
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SHOW for 1852 


AL PURPOSE BUSINESS 


The National Office Management 
Association Conference to be held in 
Atlantic City, N. J., at the Chalfonte- 
Haddon-Hall Hotel on April 25 and 26 
promises an outstanding program for 
members and guests interested in man- 
agement. 

“The Manufacture of Records,” 
scheduled for Friday afternoon at 2 
o'clock, will feature a panel presenta- 
tion by authorities in the field of office 
methods and by representatives of 
euipment manufacturers. “Where Are 
We in Research?” will be answered by 
Art Gager, a member of the NOMA 
staff. 

Earl Herring of the Atlantic Refining 
Co. of Philadelphia and chairman of 
the program committee, promises au 
exceptionally well-rounded program 
for the two days. 


IBM MONOPOLY 
IN TABULATORS 
CHARGED BY U. S. 


International Business Machines 
Corp., manufacturers of  tabulating 
equipment, has had monopoly charges 
filed against it by the federal govern- 
ment. 

The civil antitrust suit, which ac- 
cuses IBM of cornering the U. S. 
tabulating industry and forcing out 
competition, was entered in Federal 
Court, New York, recently. 

The federal complaint charges that 
IBM controls more than 90 per cent 
of all tabulating business in this coun- 
try and 95 per cent of all tabulating 
machines used by the government. 
Users of these machines cannot buy 
them, the government said, but must 
lease them under “burdensome and 
unreasonable restrictions,” including 
maintenance and repair by IBM. 

Thomas J. Watson, board chairman 
of IBM, in answer to the charges 
said that his- firm “is one of many 
business machine companies in a high- 
ly competitive field. Our machines 
are used to perform a small percentage 
of the accounting and record-keeping 
work of American business and gov- 
ernment.” 

Mr. Watson continued, “To allege 
that IBM is a monopoly in view of 
its position in this competitive field 
is to disregard the facts. 

“IBM has adhered to the highest 
standards of conformance to all laws 
and business ethics. We have never 
employed any measure to eliminate 
or restrain competition.” 

He concluded by stating that “We 
reject as unfounded any construction 
of our business conduct as in violation 
of the antitrust laws, and intend to 
vindicate our postiion in the courts.” 
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Take your problem to your nearest 
stationer - - our Creative Department 


will make samples to your specificat- 


™ Since 


NO. 11-11-50 


PRINTED IN U.S. A. 


poatrous 


\' 


We are equipped to make your unusual sales presentation 
work -- Sales Portfolios - - Presentation Covers - - Sales 


Manuals and Proposal Covers. 


FOR SALE BY 
STATIONERY STORES 
EVERYWHERE 


Bois Sey 
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Reads like a book, from left to right. 
Grows as needed. 


‘ 


eSimead vanveacturine co.,.ne.-wastincs. MINNESOTA | 


Ge ae : ey ce. ao | 9 See eee ce i re 
- ’ 
| be OM 3 ea 
es ae | 
ne i bes 
a | JANUARY OFFICE SUPPLY : 
-~ CHRONOLOG e 
va 4 
7 E 
& . 
ME: . ra 
- pupHABETIC a 
ii » GRAPH! 2 
oe GEO G\Cc ALLY . ei 
hy C \N | 
)} . guBsect — , 
i -_ = rae) rs F 
om wai your filing P ‘ 
—< 4 Us a 
~, : THE a 
4 ae oY a ie ae _~ 3 —_— SS ee 
- ’ ‘ 


Office 
Management 
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. . + for a career rather than a dead-end job 


What of the college graduate? 


Mareh, 1952 


THANKS to the provisions of the GI Bill of Rights, the continued expansion 
of facilities for higher education on the part of States and municipalities, and 
increased spending power among parents previously unable or unwilling to 
send their children to college, a great and growing number of young people 
seeking jobs have had college training. What future does the office hold for them? 

Once upon a time in the office, as everywhere else, a college diploma was a 
key which almost automatically opened the door to a good job and quick 
advancement. This of course is no longer so. There are just too many graduates 
ror the individual graduate to have the appeal he or she once had as somebody 
quite unusual, with special and valuable attainments. Moreover, constant 
development of efficient office machines and procedures has simplified many 
office jobs to the point where they seem hopelessly routine and unpromising to 
people with college training. They seek employment elsewhere, and the ofhce 
suffers. 

This is not a plea for the college graduate as against the boy or girl who has 
not gone to college. Office work has opportunities for both types of employee. 
But the average office is not doing enough to attract and hold college-trained 
people. 

Many office jobs are admittedly of routine nature and there is little trouble 
normally in finding people to fill them. What the office needs badly, however, 
is more potential executive material—people with more than average back- 
ground of information and more than average experience in the exercise of 
judgment. College is supposed to impart these qualifications to its students, 
and college people must be made to feel that these are qualifications which the 
office considers valuable also. 

Through taxation and gifts, American business is a heavy contributor to 
college education. In making more use in its offices of the product }f this 
education, it has opportunity for a most gratifying return on its investment, 
in helping to satisfy the reasonable desire of those ambitious enough to have 
earned a diploma for a career rather than a dead-end job. 
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Victor H. Roman 


How to PLAN 


By VICTOR H. ROMAN 


Manager, Organization & Methods Division 
Comptroller's Department 
Standard Oil Co. of California 
President, San Francisco Chapter, 
Systems & Procedures Association 
of America 


(First of two installments) 


BEFORE discussing the planning and conducting of 
an office methods survey, a review of the application 
of methods and systems in general as they are associ- 
ated with the day-to-day operations of an accounting 
and clerical organization is in order. 

Basically, methods and systems are in daily use 
wherever accounting and clerical work is performed. 
Each member of an office organization, from the su- 
pervisor down through the junior clerk, follows a defi- 
nite pattern in accomplishing his assignment. This so- 
called pattern is the method or system of performing 
a particular operation, function, or group of related 
functions. Now and then a pattern is changed to pro- 
vide more information or to take care of a new re- 
quirement. Occasionally the employee assigned to the 


Exhibit 1, top half of form 


DEPARTMENT OR COMPANY 


REQUESTED BY: 


|. OBJECTIVE: 


2. COVERAGE: 


JOB OR SURVEY 


PERSONNEL DATE 


A complete survey of all "accounting and clerical” work performed in the 
Personnel Department for the purpose of determining: 


a. Whether all functions performed are necessary and are being per- 
formed in the most logical place. 

b. Whether best methods and procedures are in effect. 

c. Manpower requirements and Production Standards, 

d, Whether proper equipment is being utilized. 


Based on findings, recommendations for needed changes will be proposed. 


The survey will include the following units: 


Service Section Research Division 
Safety Division *Employees Benefits Division 
Medical Division Training Division 


Personnel Division 


A special study will be made of the Personnel Recordi function performed 
in the Service Section to develop and recommend the best method and degree 
of detail required in the Home Office, Departments, and field offices. 


*Survey will be deferred until the last, as this division is presently en- 
gaged in a special study of benefit plans. 


In conjunction with the above unit surveys, the field offices at Los Angeles 
and Fresno will be reviewed for the purpose of standardizing work functions 
and performance, 


Work performed by Unclassified Analytical and Specialist positions is not 
included in the scope of this survey. 
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and CONDUCT a Methods Survey 


The author calls attention to the fact that there are 

several successful methods of conducting the sys- 

tems survey. Here is his conception of the pattern 

for this vital operation. The article will be con- 
cluded in the April issue. 


operation will suggest a better or more efficient way of 
doing the work. These improvements go unrecognized 
as being related to methods and systems because they 
are so closely integrated with the overall job. 

We definitely need more of this on-the-job methods 
work included in the daily routine. It should be 
brought out in the open where it can be recognized as 
a definite part of every supervisor's responsibility. 
While the supervisor is not required to qualify as a 
methods specialist, he should include the “methods 
point of view” in the daily discharge of his duties, 
especially when rearranging work or instituting a pro- 
cedure to meet new requirements. Too often, hasty, 
makeshift arrangements result in an awkward, time- 
consuming, and costly operation. 


The overall difference between a good method and 
a makeshift one might appear insignificant when ap- 
plied to the single handling of a small detail, but 
when viewed over a period of a month, six months, or 
a year, this difference often represents many man- 
hours. If there are several such instances in an office, 
the time lost could easily represent one or more per 
sons on the payroll. 

Following is an instance where a relatively small 
change was very productive: 

Accounts Payable vendors’ invoices in a large unit 
were all being checked for extension, addition, dis- 
count, and sales tax. A tally was made of these in- 
voices for a two wecks’ period to determine: 

(1) The percentage of those for under $50. 


Exhibit 1, bottom half of form 


develop: 


measurement, 


methods. 


visable? 


4, SURVEY Names of Analyst Group, 
CREW: 


5. TIMING: 


Benefits Division, 


INFORMATION: 


3. PLAN AND a. Complete inventory of work performed and forms used, 
PROGRAM: bv. Job logs will be used to evaluate time requirements, Review existing 
production standards, 


c. A Gomplete and detailed examination of each function will be made to 


(1) If it is necessary - or can it be simplified, 
(2) If it is being performed in the correct office, and by the 
proper organization. 
(3) If appropriate methods are used to perform the job. 
ad, Check into flow of work between offices and other Departments, 
e. Develop that "clerical and accounting" organizations are properly set 


up. 
f. Develop production standards for each function adapted to this type 
g. Prepare procedure manuals where desirable as a guide for proposed 


h, Prepare job description for each job and recommend amount of manpower, 
i. Review filing system and equipment. Is a central file section ad- 


Start survey November 15, 1948, 
will be required to complete the job, without going into the Employees 


6. OTHER Review Personnel Records problem with Machine Account ing Analyst. 


It is estimated that from 60 to 90 days 


SURVEY COMPLETED 


REMARKS: 


REPORT RELEASED 


0. & M. DIVISION 
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DAILY WORK LOG 


Position 


EMPLOYEE'S MAME 


TI 
MOuRS DESCRIPTION | Quantity TIME DEVOTED 


Exhibit 2 


(2) The number of errors in this group. 

(3) The net amount of the error differences. 

The findings were as follows: 

(1) Two-thirds of the total volume was for amounts 
less than $50. 

(2) Individual errors were all less than $1. 

(3) The net difference of all extension errors was 

$2.73 overcharge. 

As a result of these findings, a recommendation was 
made and approved to discontinue the extension 
check on all invoices less than $50, and to institute a 
quarterly test check to determine if the same ratio of 
error continued. Cash discounts were to be taken on 
all invoices subject to this treatment regardless of 
amount. This short cut was responsible for a saving 
of over one full-time person in the Accounts Payable 
unit. 

Following are some conditions which are quite com- 
mon and require constant review to promote eco- 
nomical office operation: 

Extra copies of letters. Are all used, or can one copy 
be circularized in lieu of giving each of several people 
a separate copy? 

Typing. On invoices and other documents, is the 
date expressed numerically or spelled out each time a 
form is prepared? A difference of 10 to 15 key strokes 
is involved on each document. 

If acceptable to management, the use of brackets { | 
to indicate credit figures on statistical statements will 
save much time compared with changing carbon paper 
to show red credit figures. 
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Preprinted headings. Is every advantage taken of 
providing preprinted headings or other data of a 
repetitive nature on printed, dittoed, mimeographed, 
or any other kind of form or report used? 

Sorting strips and racks. Are these aids used to sort 
voluminous records such as checks, invoices, etc? Up 
1» 35% can be saved in sorting time through the use 
of modern methods. 

These are only a few of the many small details of a 
recurring nature which consume much added time 
and effort over the course of a year if not performed 
efficiently. Today’s high labor cost, which continues 
on an upward trend, enhances the benefits obtained 
from these relatively minor improvements in office 
routine. 

Application of the day-to-day methods’ viewpoint is 
organizationally sound practice when regarded as part 
of the supervisor's responsibilities, and goes a long 
way toward effecting a smooth, efficient organiza- 
tion. Analysis of the average survey report prepared 
by a methods analyst discloses numerous minor recom- 
mendations which concern details reasonably consid- 
cred as the responsibility of the supervisor to correct. 
I do not wish to imply that this day-to-day methods 
work on the part of the supervisor detracts from the 
responsibilities or functions of the methods analyst. To 
the contrary, it provides the methods analyst with 
more time to design and install new systems and con- 
duct periodic reviews of existing Operations to insure 
management against improper methods. 

DIRECTION NEFDED 

Each accounting office, regardless of size, should 
have competent methods and systems direction to the 
extent justified when considered in relation to the size 
of the organization and the variation in detail work 
performed. This direction may vary from a centralized 
staff serving all units of a large organization to a part- 
time assignment in the smaller office. A large organiza- 
tion — being divided into departments, divisions, or 
sections—will warrant a central methods and systems 
staff with each department having its own specialists 
whose efforts should be coordinated with those of the 
central staff. The central staff will usually undertake 
the major surveys encompassing several departments 
or the entire company. It will also conduct surveys in 
those smaller departments not having a methods staff, 
ov in large departments where the methods personnel 
is not adequate to undertake so large an assignment. 
Now let us get to our subject. 

Planning the survey. The initial approach to con- 
ducting any survey requires a definite outline of objec- 
tives and a planned course of procedure. Objectives 
are usually apparent from the reasons which prompted 
the decision to authorize the survey. Planning is the 
design of a program for guidance to insure complete 
coverage of all subjects embodied in the objectives. 

Normally, both the objectives and plans may be 
stated under the following captions. (see Exhibit 1 
ior a sample form prepared to represent a_ typical 
assignment.) : 

(1) Objectives: Description of the overall problem 

and end results to be attained. 
(To page 36) 
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Up-to-the-minute at the turn of the century 


SEVENTY-FIVE YEARS 


in the progress of the office 


By ANDREW DUANE 


AN OFFICE like the one pictured on the cover of this 
issue (and above), museum piece as it looks to us, 
was still far in the future on April 19, 1877 when 
Andrew Geyer brought out the first issue of Geyer’s 
Stationer, business magazine for the stationery and 
ofice equipment dealer edited by the publishers of 
Office Management and Equipment. The March issue 
of Geyer’s marks the seventy-fifth anniversary of a 
magazine which was informing and guiding the sup- 
pliers of the office before our modern concept of the 
office was even dreamed of. 

In its long years of service down to the present, 
Geyer’s has recorded from the retail stationery and 
ofice equipment industry point of view one of the 
most amazing developments in history-—the evolution 
of the office from a primitive facility in the trans- 
action of business into a most powerful and indispens- 
able tool for the efficient handling of the world’s 
paper work on every level of human endeavor. 

When Geyer’s was established, offices were still much 
as they had been in the methods and equipment dur- 
ing the preceding two centuries. The functions of 
office people were few and rudimentary; the science 
of office management had not even been born. Indi- 
vidual experience handed down in haphazard fashion 
was relied on for guidance, and there was little experi- 
mentation to bring forth new and better ideas. 

But an era was definitely ending. With the close 
of the Civil War and the surmounting of the business 
depression which followed it, a new surge of energy 
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and of inventiveness seemed to well up in the gen- 
eration just beginning their adult lives, and there was 
more questioning of old ways and curiosity regarding 
the new than had been apparent since the early part 
of the century. 

In the office field the effect of all this soon was 
apparent. Tradition began to give way as a governing 
force even in ultra-conservative business organizations. 
New ideas were sought for and tested; new incentives 
offered for efficiency. The typewriter, forerunner of 
the business machines which have revolutionized 
office work, began to invade the country’s offices and 
prove itself a vital necessity rather than an interesting 
luxury. The telephone had just emerged from the 
laboratory to give new ease and speed to communica- 
tion. And in the case of the supplies and equipment 
peculiar to the office itself, changes began which in 
the remaining quarter of the nineteenth century were 
to make obsolete scores of the staple items which had 
served offices virtually unchanged over many a pre- 
ceding decade. 

With all these new aids for the conduct of office 
work came something even more valuable—the reali- 
zation that the office is not just a place for checking 
and recording but a center for administration. With 
that realization came another—that without the most 
efficient systems and procedures, the office was useless 
in the new era—and the way was cleared for the 
advent of office management as we know it. 

The time was ripe for things to happen! 
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Their move meant 


Greater EFFICIENCY, Higher 


EXHILARATING indeed has been the move of the 
‘Toledo, Peoria & Western Railroad away from its old 
headquarters in the old Union Depot in Peoria, Ill. 
to a site adjacent to the company’s yards and. shops. 
Here, its operations are consolidated in an atmosphere 
of clean modernity and quickened employee interest. 

It was easy for this modern, progressive railroad to 
discard stereotyped thinking and buckle down to the 
task of designing a building suitable for its needs, 


Ma ma 
macminé ACCOUNTING ROOM C4 PATTISON 1B OUMFEE 


GENERAL OFFICES 


expandable to meet constantly increasing business, 
economical to operate, and invigorating as a place in 
which to work. Since the building’s completion late 
last vear, the firm’s Board of Directors, TP&W Presi- 
dent Coulter, and architect Carl Hewitt have come in 
ior increasingly fulsome rounds of applause. Inspec- 
tion of the accompanying photographs tell why. 
The visitor approaches the building through ade- 
quate landscaping. Two glass walls of the reception 
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Left: TP&W’s reception room. Practically a windowless building, good lighting, bright 
colors and plants in profusion cause the employees to forget absence of outside view. 


MORALE 


The Toledo, Peoria & Western Railroad felt 

that consolidation of its yard and shop acti- 

vities with modern office work areas would 
promise better service to the shipper 


room effect a simple and pleasant transition. With a 
cheerful smile, the receptionist promptly announces 
the visitor to the TP&W executive whom he wishes to 
see. The furniture here is purposefully comfortable. 
Current magazines make time pass quickly. ‘empera- 
tures the year round are kept at a degree that pre- 


Offices are air conditioned throughout 
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cludes uncomfortably abrupt changes. An adjoining 
washroom is unobtrusively available. 

All told, only three rooms in the entire building 
have windows. This is practical—offers two basic ad- 
vantages. The lighting system can provide absolutely 
constant, correct working light every hour of the day. 
Less eyestrain and fatigue are the results. The absence 
oi windows also allows temperature maintenance with- 
out constant vibration. As adequate compensation, 
live plants create a natural and familiar atmosphere. 
Color provides controlled wall variance. 

The skillful arrangement of large masses of the 
spectral colors affords a helpful contrast with black- 
on-white paper work. Any one particular view is al- 
ways pleasing and harmonious. In this building it is 
unusual to see less than four colors, difficult to see 
no more than two, impossible to see only one. 

The general office is lighted by fluorescent tubes 
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above a glare-eliminating wire mesh ceiling. Much 
cooler than an incandescent system of equal candle- 
power, high-level illumination is produced without 
strain on the air-conditioning equipment. 

The building is on two levels, with a lunch room 
located on the lower floor. One wall is entirely of 
plate glass to allow one to lunch inside and enjoy a 
garden atmosphere outside. A well-equipped kitchen 
adjoins this area. Also on the lower floor is space 
available for additional offices, the employees’ private 
entrance, lockers, the stock room, and the stationery 
supply room. 

A unique feature of the conference room is a spe- 
cially designed conference table which allows every- 
one to see everyone else. In this room—in fact, every- 
where in the building—the light is so thoroughly 
diffused that the point of a pencil touched to the 
surface of the table will not cast a shadow. 

A feature of Mr. Coulter’s office is an L-shaped desk 
which puts everything on its surface within easy reach. 
Plastic louvers form the ceiling here, with fluorescent 
tubes above them. The double corner window allows 
Mr. Coulter, when he has the inclination, to check 
the number and length of trains moving through the 
yards. This office is connected to the conference room 
by a short, private passage. 

TP&W people like what they have in their new 
home. The road's officials viewed this move as one 
that was completely in keeping with other vital moves 
such as modernizing its roadbed and completely die- 
sclizing all its motive power—all in the interests of 
better service for the shippers. 


When seated at this conference table, everyone can see 
everyone else. 


Restaurant is on lower level. 
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Three New Yorkers who qualified as Certified Professional Secretaries are Eleanor Broderick, Furs- 

tenberg & Co., Dorothy Schneider, executive secretary of the Tea Association, and Myrtle Crooks, 

Lyeth & Vorhees. L. S. Hooper, Remington Rand Inc., made the awards. Miss Agnes Peterson, 
president of the New York Chapter, National Secretaries Association, looks on. 


Certification now 


For qualified secretaries 


CONSIDERABLE fanfare marked the presentation 
of CPS (Certified Professional Secretary) Certificates 
to 62 secretaries in the United States last month. The 
certificates, the first of their kind ever to be issued, 
will be an employer’s guarantee that the secretary 
so recognized is qualified to fill a top level position 
in her fieid. 

An achievement of the National Secretaries Asso- 
ciation, the CPS project was launched in 1951 with a 
iz-hour test covering skills, techniques and _ basic 
knowledge of six phases of secretaryship. ‘Those re- 
ceiving certificates are required to pass all parts of 
this certifying examination. Similar tests are being held 
this year and will be opened to qualified secretaries 
throughout the country. 

Results of the initial tests and other pertinent and 
interesting facts concerning them are now being re- 
leased for the first time. 

According to these statistics in addition to the 62 
secretaries who passed all parts of the test, 65 passed 
at least two-thirds. With study they may be expected 
to be eligible for certificates if they retake the sections 
they failed when the CPS tests are given this year. 

Though 365 women applied to take the examina- 
tion, careful screening reduced the number who ac- 
tually took it to 281. 

Qualifications for taking the tests stress actual sec- 
retarial experience and require applicants to be at 
least 25, years old. Six years’ secretarial experience are 
needed if a high school graduate; four if business or 
junior college graduate; three if college graduate; and 
seven for those who have not graduated from high 
school. 
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Held in leading colleges and universities through- 
out the country, the tests and the results have been 
keenly watched by many of the nation’s top business 
executives who have further evinced their support of 
the CPS project and their confidence in the compre- 
hensiveness of the examinations by requesting the 
names of secretaries who have received certificates 
with a view to offering them suitable positions. 

An interesting sidelight on the examinations was 
provided by answers to a questionnaire sent to em- 

(To page 70) 


Miss Peterson, Mr. Hooper and Dumont TV’s Julann Caf- 
frey joined the girls on a mid-day television program. 


: > 


E 
er 


. 


OFFICE MANAGEMENT AND EQUIPMENT 29 


See ay i 


=|. 


54 5 ts | at ) as = ane bac! : Loa  — i =. é = = 4 “ae y 
a ; A | y A a 
ay 4. ¢ f ai, * Bat te 
, 4 | ae * . 4 i eo FP 5 yf ; 
» : % 7 4 a 4 7 
uch : | 3 : a 
) , ' gets i 
A el | oo oe 
, roe i j she 3 
of , 7 a. * a - a. : . 
ya ' nw ‘ F ae ft ee 
? } ’ ara . 7 : ha a : 
hen mig @ oy Px —  _ a 
ts a .. oh - ¢ ' rae ia ne ee — 
ace :  . |) a gt ‘ a a , ae = 4 . : 
ate er > +4 +4 : ‘ Z 4 a " ; 
ery is * My, E “ae _ ti = * 
; 1) & aes 
t ae be i fe, 2 >) ae $e 8 
ty: : a: ee 
hly ; : Oe oe a ao ; 7 c 
esk eT it ei "4 
ch. . 
ent 4 j 
dws 
eck 
the 
_ Pe 
lew 4 
yne 
ves 
lie- ; 
of 
see 
a a ‘eats * = : 7 
eg yf rat ¥%, 
PE ee om S t a ; f 45 * 
> Ms ee Ae f 
— , | . sagas - 
’ & — } ‘ | if J " ie 
a “ vi if ‘ " oa aye. E a 
7 : — aur j : é j . 
1 4 4 he on ~~ | " 
: P fer : = a ? 
pe i | ae Be P 
ee 
: | a = | 
| Fe ee 


Rattan — 


Shows up well 


in Florida offices 


HERETOFORE the office executive has always 
thought in terms of wood and steel in selecting his 
desks, chairs and incidental office furniture. Is it 
possible that rattan will offer him a third choice 
hereaftey? Three companies in the South Dade Farm- 
ers Bank building, Homestead, Fla., illustrate gen- 
erously the application of rattan to office furniture. 
Scott & Co., Miami, Fla., is the creator. In all in- 
stances, Tahiti (Indonesian) rattan is used. Rattan’s 
blonde shade lends itself to combination with cheerful 
colors of some of the decorative laminates such as 
Consoweld and Formica which here are used for desk 
and table surfaces. 
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SHOWN AT TOP is the private office of the president 
of the Susie Q Ranch (Cattle Division). Bow-front 
desk has a full sheet of Consoweld for the tops. Swivel 
chair has back and seat pad filled with crushed 
foam rubber. Quarter round corner tier table has 
Formica shelves, and doubles as a bar. 


SOUTH DADE FARMS, INC, general offices (below, 
left). All desks are custom made of rattan and open 
mesh cane over *; inch maple plywood. All tops 
here are of Realwood Formica. While all desks 
appear identical, the interiors of each were designed 
for the specific needs of each user. In all instances, 
rattan cabinets are used to cover conventional filing 
cabinets. Chairs are upholstered with Madagaska 
plastic and Spuntex Boucle over foam rubber. 


BOARD ROOM of South Dade Farmers Bank has 
Directors table of rattan 40 inches wide by 14 feet 
long. Two sheets of Formica are used for the top 
(bonded to plywood to avoid warpage). It has four 
sets of legs and is the largest table ever made in 
rattan by this company. Chairs are covered in soft 
coral plastic. 
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How 
Microtilm 
Speeds Freight 


Accounting 


Railroad due to expand method to cover 


more than two foreign roads 


WABASH Railroad freight accounting executives 
look back with a great deal of satisfaction, these days, 
at the elimination of a good deal of paper work by 
the use of microfilm equipment in the settling of in- 
aline accounts. Such accounts, formerly settled on 
the basis of abstracts typed from waybills, or prepared 
by tabulating machine, are now being prepared by 
the following method: 

In lieu of applying the division bases to the ab- 
stracts, Which cover from one to any number of way- 
bills between two given points, the division bases are 
applied direct to the face of each waybill; each road's 
proportion is then extended on the calculating ma- 
chine, after which a simple recapitulation of waybills 
is prepared for closing out the Interline Settlements. 
The original waybill and recapitulation of waybills 
iy furnished to the originating carrier, instead of the 
abstract and recapitulation of abstracts used hereto- 
lore. Under this method transcribing errors are elim- 
inated. 

The record of the original waybill in the Auditor 
of Revenues office is maintained on microfilm; this 
saves file space and lends itself to ready reference 
when needed for claim data, etc. 

The plan simply eliminates the work formerly re- 
quired to prepare the abstract or recapitulation of 
waybills. The original waybill forms the bases for the 
Interline Settlement and adapts itself to casier check- 
ing of divisions, also more flexible checking of in- 
wansit waybill account. 

At this writing only two line or direct connection 
waybills are being handled under the plan. It is the 
intention to expand the plan by including waybills 
on which three or more lines are involved in the 
movement. When this is accomplished, the divisional 
bases will be inserted on the original waybills and the 
waybills will constitute the interline settlement with 
the originating road in lieu of an abstract, and each 
intermediate carrier will be furnished with a photo 
copy of the original waybill with the division bases 
and proportions shown thereon in lieu of an inter- 
mediate abstract. The present recapitulation will han- 
dle the accounting work much as it does at present, 
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with this difference that each road will have a 100 
per cent correct record instead of a transcribed rec- 
ord and a meager passing report. 

Based on the Wabash experience with this plan, it 
is estimated that an approximate saving of five to 
ten cents per waybill can be realized by all roads 
adopting the plan, plus the benefit of conserving man- 
power which is very essential this day and age. Die- 
bold microfilm equipment is used here. 

Additional savings can be had if the larger roads 
who ‘thave key punch and tabulating machine equip- 
ment, will arrange for exchange of cards which can be 
reproduced accurately and mechanically from cards 
which are already punched and balanced by the settl- 
ing carrier, thereby eliminating the duplicate work of 
punching cards for their own account manually. 
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of OFFICE 


By 
DEAC MARTIN 


TO LIGHT the interior of the seven-story General 
Accounting Office building in Washington, D. C., now 
occupied by about 10,000 office people, called for un- 
usual planning because the building is rectangular, 
occupies an entire city block, and has no courts to ad- 
mit daylight. Great numbers of the personnel spend 
their entire working day under total electric illumina- 
tion. Yet the Public Buildings Service has produced 
comfortable seeing because it went far beyond mere 
provisions for adequate raw light. It furnished” that 
needed intensity by footcandle standards, but the light 
is controlled and tempered to minimize both direct 
and reflected glare. 

The engineers standardized upon luminous indirect 
fluorescent lighting equipment because this is the type 


32 OFFICE MANAGEMENT AND EQUIPMENT 


Twenty-five Miles 


LIGHTING! 


found most comfortable to live with. This govern- 
ment-designed equipment delivers go per cent of its 
output to the white painted ceiling which then be- 
comes a broad area of indirect illumination (70 per 
cent reflectance) without even one dazzle spot. The 
10 per cent of the light which comes downward 
through the luminous plastic reflectors causes them 
io blend into the ceiling. Hluminating engineers call 
that “low brightness’, meaning that the brightness of 
the luminous reflector is so close to the brightness of 
the ceiling behind it that the reflector does not stand 
out, or glare. 

Glare is usually a matter of background. You hardly 
uotice head lights burning in an approaching car by 
day since they blend into the light background. But 
ut night those same lights can be blinding because of 
the violent brightness contrast. In the G. A. O. build- 
ing the comparative brightness of the ceiling and 
luminous reflectors is less than 2 to 1, much better 
than the limits set by illuminating engineers for com- 
fortable seeing. 

Lighting layouts were planned and under-floor con- 
duit and wiring laid, not only to accommodate the 
great open spaces of the large offices but to prepare for 
individual offices in case partitions should be necessary 
around a typical 25-foot bay, or even if the bay should 
be sub-divided into smaller offices. 

The basic lighting unit, No. 355 in the government 
design, is four feet long and contains two 4o-watt, 
‘L-12, fluorescent tubes to the unit. Units can be used 
singly, or joined in continuous rows. Typical rows in 
the G. A. O. building are on 6 feet 3 inch centers, 
with four go-feet lengths in a bay, furnishing ample, 
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A view of the well lighted General Accounting Office, Washington, D. C. 


soft, glare-free and uniform illumination throughout 
the acres of office area. If hung end-to-end, the rows 
would extend in a luminous band for 25 miles. 

In a paper given before the Illuminating Engineer- 
ing Society last year, Thomas F. Goghlan, electrical 
engineer with the Public Buildings Service of the Gen- 
eral Services Administration, referred to “an interest- 
ing and unusual characteristic which appears to be in- 
herent in this luminous-indirect type of lighting”. 

“As dust accumulates on the lighting equipment 
and on the ceiling, their comparative brightness ratios 
tend to draw closer together and improve, even 
though the quantity of the light is naturally reduced 
by the depreciation of the lamps and the accumulation 
of the dirt’, Mr. Goghlan said. 

In other words, natural depreciation does not bring 
deterioration of the original excellent conditions for 
seeing. 

“Lam not recommending that dirt be encouraged”, 
Mr. Coghlan hastened to add, “but the very important 
matter of comparative brightness—the feaure or char- 
acteristic that determines whether a lighting system 
will be comfortable or not—changes only slightly (in 
this type) during the natural depreciation period.” 
The No. 355 lighting unit, manufactured by The 
F. W. Wakefield Brass Co., is used for this installation. 
It is designed so that the plastic reflector slide out 
much like a drawer for ease of cleaning and mainte- 
nance. 
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Conclusions drawn from the studies and experience 
in lighting the G. A. O. building and others with lu- 
minous indirect equipment may be summarized: 

Given enough light for office work, ease of seeing 
and comfort under electric illumination for long pe- 
riods depends upon the pattern of comparative bright- 
nesses which meet the eye. An uneven brightness pat- 
tern may be caused by direct glare from a light source, 
indirect glare from a shiny working surface such as 
a glass desk top, or conversely by furnishings or fur- 
niture which are darker in tone than their surround- 
ings. Ideally, no spot in an office should be more than 
three times brighter than the task, and no spot in the 
surroundings should be less than one-third as bright 
as the task, thus setting limits of about g to 1. 
Some modern offices are so “co-ordinated” that com- 
parative brightnesses of less than g to 1 are maintained 
between the brightest object within vision (light fix- 
ture or window) and the darkest object (usually the 
floor). The 2 to 1 contrast between the luminous indi- 
rect reflectors and the ceiling in the G. A. O. building 
to draw even more closely together under continued 
use. 

The engineers in the Public Building Service con- 
sider lighting to be beautiful rather than an architec- 
tural embellishment as it was when the fixtures were 
bought largely on appearance. And the Service tests 
thoroughly before deciding upon design and its manu- 
facture. 
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‘PUNCHY *— 


By LILLIAN G. PISTILLI 


EVERYONE closely associated with punch card opera- 
tions remembers the awe with which he first viewed 
this complicated equipment. Often enough, the green 
employee asks himself, “Whatever in the world makes 
it perform the way it does?” 

Realizing that job perspective is as important as job 
training, Lillian Pistilli, of Bankers Trust Co., New 
York, decided to do something about it and hence— 
“Meet the Tabulating Department and ‘Punchy’”. 

A new girl herself four years ago, she is still able 
to sympathize with those recent high school graduates 
who start work for the first time in a deparment full 
of banking terms and technical angles. In an attempt 
to orient these newcomers she put her drawing pen 
and typewriter to work and produced this easy-to- 
understand folder. Of interest is the fact that it was 
received enthusiastically also by all of the old-time 
employees. The text of it is presented herewith. 

Miss Pistilli is full time secretary to W. P. Living- 
ston, assistant vice-president of Bankers Trust, who 
will be remembered for his three-part series, “‘Punch 
Card Systems in the Modern Office,” published in this 


magazine last year. 


NOW that you are in our department and have seen 
the cabinets containing thousands of cards and have 
heard the machines buzzing away you will probably 
ask, ““What’s it all about?’—‘“What do they do in this 
department?” 

It’s really very simple. As you may know, downtown 
Manhattan is considered the biggest market place in 
the country for buying and selling securities. Because 
of this there are many safe places to keep them such 
as in large steel vaults. Bankers Trust Company has 
two of these vaults and offers this service of keeping 
securities safe to other banks, corporations and _ in- 
dividuals. Our bank not only keeps their securities 
in a safe place but collects dividends on their stocks 


Miss Pistrilli’s humorous drawings help emphasize her text 
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and interest on their bonds besides doing other mis- 
cellaneous services too numerous to mention in a 
short review. 

(Now this is where our department comes in.) Here 
in the Tabulating Department we have records de- 
scribing these securities which we keep up to date 
and in proof. In return for this service the Bank is 
paid a fee which enables you to receive a salary. 

‘To make the picture a little clearer let us suppose 
that you own securities. You have stock in 25, different 
corporations. Maybe 100 shares of R. H. Macy & Co,, 
50 shares of Best & Co. stock, etc. You are constantly 
buying and selling your stocks and receiving dividends, 
Where are you going to keep these securities so they'll 
be safe and how are going to keep track of exactly 
what you buy and what you sell and how much money 
you should receive on dividends without going abso- 
lutely mad in the process? The answer—just open up 
an account with Bankers Trust Company. The 
Bank will solve this problem for you at a regular fee 
by putting your securities in a vault, keeping account 
of just what you own, what you sell or buy and how 
much money you should receive. Money that comes 
in will be put in your cash account and whatever you 
spend will be taken out. The fee you are charged for 
this service is part of the Bank’s income. Get the idea? 

Now that you know what we do, you are probably 
thinking, “How do they do it?’”-—“What are all those 
big machines for?” 

Well, the machines that you see are actually 
electric accounting machines. They are rented by our 
Bank from the International Business Machines Cor- 
poration and have been nicknamed IBM machines. 
The reason we use these machines is that all our 
records are on cards containing tiny rectangular holes. 
These holes are actually information cut into the 
cards by a Key Punch machine. I know it sounds 
strange but let me explain how they get there and 
why. 

The holes are cut into the cards, as I have men- 
tioned before, by the Key Punch machine. This ma- 
chine resembles a typewriter except that in striking 
a key you do not get print on a sheet of paper. In- 
stead, the machine cuts a small rectangular hole in a 
card. The card looks like the time card that you 
use when you check in every morning and out every 


(To page 72) 
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Who’s IN or 


VISUAL SWITCHBOARD Service is the way Rem- 
ington Rand Inc. refers to its new technique to speed 
up incoming calls at the company’s new Business 
Equipment Center at 444 N. Michigan Ave., in Chi- 
cago. And anyone who is conscious of the rising tide 
of business telephoning and its accompanying high 
rate of delays and wasted phone calls will applaud 
this effort to make that first phone call count—quickly! 

More than 100 sales representatives, their steno- 
graphers and clerical workers have their headquarters 
on the building’s second floor. On a raised platform 
at about the center of one side of this sales office is 
the telephone switchboard. The platform is enclosed 
with clear glass partitions and its elevated position 
gives the operators a commanding view of the entire 
cfhce. At a glance the operators can determine if a 
salesman is at his desk. If he is not at his desk but 
elsewhere in the office the operator can locate him 
visually and connect the call at a phone near his pre- 
sent location. Callers are informed immediately if the 
salesman is not in the office. 

It is logical to assume that being a branch sales of- 
fice, most of the incoming calls are for salesmen. The 
time required to process each call has been cut down 
nearly 50 per cent by answering sales queries by this 
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sight method. This expedient has stepped up the 
handling of all calls coming into the switchboard, 
eliminating operator fatigue as well as improving the 
company’s relations with its customers and prospects. 
Quiet prevails inside the glassed-in area. 

The office space problem has also been met in the 
new Chicago sales headquarters with the use of Rem- 
ington Rand’s own Salesmen’s Desk, designed for use 
by two salesmen. 

Originally developed by Remington Rand engineers 
for its own sales force, the new desk soon will be avail- 
able for general distribution. Combining three two- 
drawer filing cabinets, two utility drawers in the spans 
and a specially designed linoleum top with aluminum 
binding edges the unit offers a solution to office lay- 
out within limited allowances. 

The three filing cabinets serve as pedestals upon 
which the linoleoum top is fastened. A set of three 
letter-size file drawers are thus provided for each of 
the two salesmen using the desk. A flat utility drawer 
is set in the spanner frame of the top on each side of 
the center supporting file cabinet to be used for such 
items as drawing boards and other material too large 
for storing in the file drawers. Many more new fea- 
tures mark this well designed headquarters. 
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The Methods Survey — how to plan — conduct 


(From page 24) 

(2) Coverage: Specific office units or sections to be 
included or excluded. Incorporates listing of 
specific subjects or problems requiring particu- 
lar study or treatment. 

(3) Plan and Program: Major steps required to 
complete the assignment. Also any special de- 
tails pertinent to the manner in which the 
survey should be conducted, i.e., preparation of 
the report, scheduled meetings with manage- 
ment to keep them informed of progress, or 
special personnel problems. 

(*4) Survey Crew: Names of analysts assigned to 
conduct the survey. 

(5) Timing: Starting date and estimated time re- 
quired for completion. 

(6) Other Information: Need for special assistance, 
i.e., machine accounting, analyst’s advice, etc. 

*[In the case of a large survey encompassing an 
entire department consisting of several divisions, or a 
very large office having many diversified functions, it 
is very advisable to have a qualified representative of 
the department or office organization assigned to work 
with the methods analyst during the survey.| 

A copy should be provided for the head of the de- 
partment or unit being surveyed, the analyst assigned 
to the job, and for the report file. The lower part vf 
the form provides for recording the survey completion 
cate and the date of releasing the report; also a space 
for remarks, i.e., explanation of delays, special prob- 
lems encountered, etc. Completed forms may _ be 
made part of the survey report file or used as a record 
of survey accomplishments. 

Organization: To become familiar with the general 
work plan being used, a careful study of the organiza- 
tion charts, personnel assignments, classifications, ‘and 
the use of production standards is made at the begin- 
ning of the survey. Review previous survey and audit 
reports to acquire knowledge of prior findings and 
recommendations. From these studies and reviews a 
formal method of attacking the survey is determined 
and discussed with management of the unit being sur- 
veyed and with the analyst's supervisor. 

Conducting the survey: When a survey crew is com- 
prised of two or more methods analysts, the junior 
men should be assigned to the smaller office units or 
to specific tasks in the large operation — such as 
preparation of volume data, examination of produc- 
tion standards, review of correspondence, collection of 
stationery forms and reports — indicating on each the 
number of copies and distribution. ‘The analyst in 
charge should coordinate the efforts of the crew 
through current meetings for discussion of the work 
as a whole. 

Work Inventory: The work inventory is a descrip- 
t1on of the details performed by each employee. If an 
up-to-date procedure manual is available, this task 
may be reduced to a review of the manual with respec- 
tive personnel performing the work. Very often, pro- 
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cedure manuals are not sufficiently up to date or de- 
tailed; therefore, it will be assumed that a work inven- 
tory must be made. 

Of the several ways in which the information may 
be obtained, the most common method is through dis- 
cussion with each employee. Begin with the daily 
duties, briefly outlining the work performed, its fre- 
quency, and purpose, if not apparent. Weekly, month- 
ly, or other periodic duties, reports, etc., should also 
be included. Make notes sufficiently detailed to 
cxplain the duties and operations performed, and the 
reasons for the methods used when they are subject to 
question from a systems viewpoint. Obtain volume 
Gata and time requirements for each phase of the 
work when these data are available. Also secure a copy 
of each report and form used, indicating the number 
of copies and their distribution. Copies with filled-in 
data will best serve the purpose. When, because of 
volume, more than one person is performing the same 
work duties, only one employee need be interviewed. 
{f certain functions are divided, so that two or more 
persons are involved, make necessary cross references. 

‘ 


THOROUGH INVENTORY 

Completed work inventories will be used as refer- 
ence for recommending changes and writing the sur- 
vey report; therefore, they should be concise and com- 
plete. A thorough job on the inventory phase of the 
work will preclude the necessity for making numerous 
subsequent contacts, thereby saving valuable time for 
all concerned. a 

Work Logs: The use of daily work logs is recom- 
mended previous to, or in conjunction with the work 
inventory for the purpose of measuring volume and 
work flow. These logs should be continued through a 
complete work cycle to allow for thorough analysis of 
the complete work load. Volume should be indicated 
on the logs unless these data can be obtained from 
other sources. See Exhibit 2 for a specimen form 
which divides the workday into four parts. Other time 
divisions may be adopted in keeping with require 
ments of the work being surveyed. Aside from giving 
information essential to analysis of present operations, 
these logs are valuable in establishing work produc 
tion standards later on in the course of the survey. 

When time permits, it is well to have the work logs 
maintained for the complete work cycle immediately 
preceding the start of the survey, as these data will 
supply valuable information during the early phases 
of the review. 

Contacts with Personnel: Interviews with personnel 
should be conducted in a manner which will promote 
confidence and dispel the natural unrest which is al- 
ways apparent when a survey gets under way. Outline 
the reasons for the survey and the desire to develop 
better ways of doing the work. Criticism of existing 
methods should be avoided. Let the employee explain 
his job, and limit questions to the minimum necessary 

(To page 74) 
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COLE’S new INVENTION 


Dial Locks ah 


uf EL, FUWOVS automatically 


Used in 


e Government 
= Offices 
Used for 
Top Secret Work 
in Many Plants 
i 
Your records are as safe in Cole's “DOUBLE SAFEGUARD" 


cabinet as in a bank vault. Only YOU know the combina- 
tion. A heavy duty Grade ‘*A"’ Cabinet with a progressive 
ball-bearing suspension cradle within a suspension cradle. 
An outstanding achievement in engineering skill and de- 
sign. Equipped with safety latches and positive side lock 
compressors. Because of the structural strength of the case 
work and the ease of drawer operation, Cole cabinets will 
last a lifetime. 
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FOUR DRAWER FILES 
No. Wide High Deep ree 
1004Y .. Letter Size..14%” 51%” 28%” $106.90 
8004Y.. Legal Size..17%" 51%” 28%" 118.75 
Grained Walnut, Mahogany or Knotty Pine finish, $15.00 additional 
Lm 
TWO DRAWER FILES el 
. Green 
No. Wide High Deep or Grey 
1002Y .. Letter Size..14%"” 30%” 28%” $ 79.50 
8002Y .. Legal Size..17%" 30%2" 28%" 84.75 
Grained Walnut, Mahogany or Knotty Pine finish, $10.50 additional 
Prices slightly higher in Zone II and Zone III 
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With lock 
for drawers, 
No. 478PL $81.00 


- Came " Gadel OL ew at : 
size “kia two ‘double-width ‘leas for cards or 
cancelled checks; safety vault with combination / ck; 
three odjustable storage compartments under lock and 
key. 37%" high, 30%” wide, 17%" deep. Cole gray. 
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No. 2712 
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lock for 
all drawers, 


$10 00 add. 
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Outside dimensions. ... 374” high, 30” wide, 1314” deep. 
tide Seman < 3W" hich, 9” wide 12" deep. 


No. 470 


a ba 


With lock 
for drawers, 
No. 470PL $62.15 


Pea naires toma for apap or poe chedil . 
three adjustable storage compartments under lock andl 
key. Size, 37%" high, 30%" wide, 17%” deep. Oba 
on or Cole gray mee enamel finish. : 
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$360 
Capacity 
1600 cards 


5p °0 
Capacity 
3200 cards 


au” 84 C3692 eh” 
Green or gray. Units may be wecked. Besos avollabie, $16.06. 
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recks: whl office anit Nevis A printed matter neat ~ plies, tools, eee, ote. — and eedarly. Doors have 
( @nimand orderly. Designed for many uses. Two adjustable tWrway locking device, controlled by a poracentric lock. 
Gime whelves. Size, 37%" high, 30%" wide, 17%” deep. Olive Two adjustable shelves. 37%" high, 30%” wide, 171%” 

fee green or Cole gray baked enamel finish. deep. Green or Cole gray. 


No. 180Y 


$90 


No. C1505 


2 4°» 


No. 5426L 


494% 


Leo 


Welded throughout. Top: Size 1M" x 7h” x 4%", with and keys. Upper section for active records, has spring 
fale poracentric lock and two. keys. Olive green. Bo!- compressor. Green or Cole gray. 30%" high. 

oe.  * 12" x 7%" with combination dial lock. ager compartment, 1814" wide, 11'4" high, 44” deep 
= r 5 ¥. 2 Ll + ’ 


Lower compariment, 12%" wide, 14” high, 24” deep. 
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ia COLE : PSTEEL EQUIPMENT COMPANY. 
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PRONTO STORAGE FILES 


OTHER SIZES AND PRICES 


SUGGESTED USES 


Inside Dimensi FIBRE BOARD 

aside imensions | DRAWER FRONT DRAWER FRONT 
File PRICE 
No, Single Carton 


Letter Size ‘ E210 . . $3.55. - 9. 45 $4.45 . . 
Letter Size __ ef E210S . 3.45.. 3.35 435... 4.25 

Legal or Cap . E510... 4.35.. 4.25 5.60... 5. 

oy eo - 8 E10? .. 3.20... 3.10 3.95 . i 
*2 Rows 8x5 Forms...  w Els .. 3.50.. 3.40 4.25... 4.15 
*Invoices or 2 Rows 8x5 . 8 El08M . 3.45.. 3.35 4.15... 4.05 
Geolete Bills com om BO we 0... 2 3.55... 3.45 
I niatintatneesinintni I «+ 4%..24 | E04... 305.. 2.95 39... 38 
Drafts or Checks. aT. Te. Mm «sc See Ee 3.00... 2.90 
Drafts or Checks. ‘ .- 8 E94M . 2.35... 2.25 2.9... 288 
fo See oe . 24 EeS5 .. 2.70.. 2.60 3.30... 3.20 
yoo + Baa (2 Rows) ° - IS | E85S .. 2.60.. 2.50 3.20.. 3.10 
D it SI oc Hu eM TEM .. 24... 20 3.00... 2.90 
Tabulating Cards __ 3%..24 | E73 .. 240.. 2.30 2.95... 2.85 
*3x5 Cards (3 Rows)__ 24 | 664 4. 435... 42 5.60... 5.50 
4x6 Cards (2 Rows)__ 5 4 1M 1. 32... 3.10 3.95... 3.85 
*3x5 Cards (2 Rows)__ - 24 | E103... 3.05.. 2.95 3.05... 3.75 
Vouchers (Upright) — 24 | 592... 3.35... 3.25 42.. 4.15 
Ledger Sheets ___ 24 | G9) .. 405.. 3.95 4.90... 4.80 
jer —— 7 8 | 612 .. 51S... 5.0 6.70 6.60 
L*These numbers have ble divider partitions. Packed 6 to a carton—all others 12 to a carton. 

Form 1158E—R 


Prices Slightly Higher in Texas, Colorado and West of Rockies. 


for less active records 


Letter Size $355 
Legal Size $435 
Check Size $240 


STURDY CONSTRUCTION — Prontos are built o 
275-lb. test corrugated fibre board and reir 
forced with steel on the shell and the four corners 
of the drawers. 


SAVE FLOOR SPACE — Constructed so that they 
interlock into solid units and stack as high o 
the ceiling, saving valuable floor space. 


LOCATE YOUR RECORDS EASILY — No more need 
of fussing and fuming. With Pronto files you ca 
get at all records just as easily as in your regukr 
active files. 

BEAUTIFUL APPEARANCE — Pronto files are beov 
tiful in appearance, finished in an attractive olivt 
green. The steel drawer front matches your rege 
lar active office files. 


_ PRONTO FILE CORPORATION { 
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_ —_ 17, N.Y. 
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FAIRNESS, firmness and friendliness are obvious 
characteristics of You and McBee, the McBee Co. 
handbook for orienting new employees. Reflecting to 
anicety the company’s policy of recognizing the dig- 
nity of the employee, the booklet gets the rules across 
to the reader in a friendly way indeed, making it a 
point to substitute “You should not” for “You must 
not” wherever it is possible. 

You and McBee does these things: Explains the 
main purpose of the company’s existence; tells what 
the company’s products are used for; tells the em- 
ployee what he can expect in the way of company 
benefits, allowances, and general corporate attitude; 
recites the rules of plant and ofhce which it expects 
the employee to observe, and explains the necessity 
for these rules in a reasonable, friendly manner; em- 
phasizes the importance of good workmanship and 
team play on the job; and briefs the newcomer on 
the company’s background and its hopes for the fu- 
ture. In this regard, the McBee Co., well known man- 
ufacturers of a broad line of accounting equipment 
and supplies such as Keysort, Waxspot and other 
items, describes the industry as one that is constantly 
developing and changing. 

But at some points the handbook can express man- 
agement’s viewpoint firmly. 

After explaining the importance of the company’s 
time clocks in the operational scheme, You and McBee 
says, “It’s probably unnecessary to remind you never 
to punch the card of another employee. Every well- 
run plant has that regulation and we'll have to insist 
you follow it.”’ 

Under a section devoted to safety hints, the hand- 
book points out that McBee has one of the lowest 
accident rates of any large plant. 


“Don’t throw things at fellow workers in jest, or 
take part in any playful ‘rough-housing’,” it warns at 
one point. “Sooner or later someone gets hurt. No one 
wants that to happen so we get rather tough with 


» 


anyone indulging in ‘horseplay’ ”. 


March, 1952 


An employee 


HANDBOOK 


Booklet reflects McBee Co. employee policies 
in a reasonable, friendly manner 


for those “Do's & Dont’s”< 


WB The Time Clock ; 
The time clock is really your friend. It keeps track of the 
hours and minutes for which you get paid . . . not those 
you miss. It would be nice if we all could come and go 
as we please. But in a big plant like ours that would soon 
cause a lot of confusion and delay in getting out the work. 
Some of us would be late and that wouldn’s be fair wo 
those who were on time, 

So, we'd like you tw punch yoor card “IN” at the 
beginning of « shift and “OUT” at the end of a shift. If 
you shouldn't punch ic for any reason, or if you should 
leave before the ead of your shift, talk to your foreman and 
get your card straightened out. 

It's probably um.ecessary to remind you never to punch 
the card of another employee. Every well-ran plans has 
thet regulation and we'll bave insist you follow ix. 


BB Job Time Cards 


‘We don't have the whole field co ourselves. We have com- 
petitors, as anxious as we im get the business. We believe 
our people make the finest accounting forms and equip- 
ment in the world, that our quality is the bighes«. But, to 
obtain and hold on to the business we must make and sell 
our products at prices in line with those of competitors, 
So, we must know exactly what it costs to make every job 
that goes through the plant. Guessing of even good esti- 
mating would be disastrous today, To know exactly how 
much material and time go into every job, we use Job 
Time cards om each operation and have insualied job 
Stamping clocks in each deparument, You will be given « 
supply cf Keysort Job Time cards already imprinted with 
your mame and clock mumber. Every time you start a new 
job et operation, “clock” punch « sew card and do it 
. again on the same card when you finish work on that job 
i of operation. Your forernan of supervisor will explain how 
it is done. It’s simple, but means « to to all of us The 
more accurately and completely we assemble our costs, the 
beter we can figure our selling prices; and the more 
& orders we can obtain for you and your fellow workers 
? to produce. 
i 


7) 
aes ee 


You and McBee is of a size and shape to fit into the 
employee’s pocket 


But on the whole, the tone of this handy booklet 
is temperate and reasonable, and undoubtedly makes 
a valuable contribution to the maintenance of McBee 
Co.’s excellent industrial relations. 
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BANK'S ASSETS UP 400 PERCENT 

A complete lighting renovation in the Brookline Sav- 
ings and Trust Co., 820 Brookline Blvd., Pittsburgh, 
Pa., has resulted in an increase of light by over 409 
percent, it was reported to the Mitchell Mfg. Co., 
Chicago, sole makers of the units used. Before the 
installation of forty ceiling Mitchell Module units, the 
light intensity in the bedline room was only 15 foot- 
candles. Intensity jumped to 85 footcandles on com- 
pletion of the job. Although the ceiling is 22 feet 
high, the units provide glare free illumination through- 
out. The installation was made by the F. J. Haubelt 
Co. The Module units were obtained from the Gen- 
eral Electric Supply Co., Pittsburgh. Seventeen model 
CS units and twenty-three model C2S units were used. 
Two other banks in the Pittsburgh area are currently 
having Module lighting installed. 


IMPREGNABLE 

when closed, impressive when open, is the phrase 
which most aptly describes the huge security vault 
recently installed by the Mosler Safe Co. in the new 
ultra-modern, six-story office building of the Pan 
American Life Insurance Co. in New Orleans. Shown 
here is Crawford H. Ellis, president of the insurance 
firm, inspecting the vault. The twenty ton door was 
designed especially by Mosler and is three times as 
thick as the one which withstood the atom bomb blast 
at Hiroshima. Controlled by double combination locks 
and quadruple-movement time locks, it is designed to 
resist all known methods of attack, including sledges, 
explosives, drills, and torches. 


NEW LIGHTING SYSTEM 


which facilitated the use of simple, movable partitions 
and quent rearrang + of desks has per- 
mitted full utilization of working space in the factor- 
ing offices of Meinhard, Greeff & Co. at 51 Madison 
Ave.,New York. Because of the small amount of light 
coming from the windows, inside areas, before re- 
decoration of the offices, were unpopular with statis- 
tical workers whose exacting jobs require good seeing 
conditions. The new lighting, planned e Sylvania 


Electric Products Inc. to replace obsolete incandes- 
cent and fluorescent fixtures hanging at infrequent 
intervals, extends in continuous rows throughout all 
the offices of the company and allows maximum flexi- 
bility in the various departments. Suspended on 12" 
stems from the acoustical ceiling, with 10 feet be- 
tween rows, the Sylvania shielded Trimline CL-242 
units provide a maintained level of approximately 40 
footcandles of illumination. 
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WORKER PLAYS HOST TO PRIME MINISTER 
Albert Neelans, 47-year-old electronics assembler in 
the Bridgeport, Conn., plant of Dictaphone Corp., 
had the honor of being host to William Drees, prime 
minister of the Netherlands, in his Yellow Mill Village 
home in Bridgeport recently. Prime Minister Drees 
visited Bridgeport to see a medium-sized American 
industrial community at work, and had expressed a 
desire to see also how a typical American factory 
worker and his family live in their home. Pictured 
here are (left to right): Mrs. Neelans and Mr. Neel- 
ans, holding their grandchildren Michael and Colleen, 
and Prime Minister Drees. The second photo shows 
Mr. Drees dictating to a Dictaphone Time-Master 
office dictating machine during his tour of Dicta- 
phone's Bridgeport plant. Explaining the machine is 
T. H. Beard, vice-president in charge of manufactur- 
ing and engineering. 


CONFIDENTIALLY 


we don't quite know for sure what these two gentle- 
men were chuckling about when the camera shutter 
clicked, but since one is comedian Herb Sheldon 
(left) and the other Jim McKeon of SoundScriber 
Corp. and the subject was the latest developments in 
offices and office equipment (which includes secre- 
taries), we can hazard a good guess! Mr. McKeon, 
incidentally, had already explained to Mr. Sheldon 
that his work puts him in contact with literally thou- 
sands of the country's sorority of secretaries each year. 


AUTO DEALER WINS PRIZE 

Mr. and Mrs. Walter A. Deal of Ashville, N. C., were 
winners of a portable typewriter prize at the recent 
National Automobile Dealers Association's Convention 
held at Grand Central Palace in New York. Mr. Deal, 
who is the owner of the Thomas Buick Inc. in Ash- 
ville, is shown with Mrs. Deal as they left the Under- 
wood Corp.'s exhibit with their prize. 
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NEW PREFINISHED WALLPANELS 

Marlite Hi-Gloss, a new, clear glossy prefinished wall 
and ceiling panel, has been developed for economical 
building and remodeling by Marsh Wall Products, 
Inc., Dover, Ohio. Produced by an exclusive Marlite 
high-heat-bake process, the permanently-bonded finish 
seals out dirt, grease, grime, moisture, alkalies, and 
mild acids. An occasional wiping with a damp cloth 
keeps Hi-Gloss panels clean. It is available in Plain, 
Horizontaline and Tile patterns, in a complete range 
of colors. In addition to Hi-Gloss, Marlite prefinished 
wall and ceiling panels are available in Deluxe, a 
superior quality super paneling with a polished mir- 
ror finish, seven new Velwood wood patterns, and five 
Marble patterns. 


NEW UPHOLSTERED WIRE CHAIRS 


designed by Charles Eames, noted architect-designer, 
were introduced by the Herman Miller Furniture Co., 
Zeeland, Mich., at the recent 1952 Midwinter Furni- 
ture Markets. Shown here are several models. Made 
with a carefully molded wire shell as a support for 
resilient cushions that may be easily removed, the 
chairs are available in six different bases, of wood or 
metal, and two types of upholstering, with fabric or 
leather cover. Prices range from around $25 to $40 
retail. Another item is a plastic-topped angle iron 
coffee table designed by George Nelson. It is 48 
inches by 17 inches by 16 inches high. With solid 
color Micarta top, it retails for around $39.25; with 
textured Textone top, at about $49.25. 


OFFICE MANAGEMENT AND EQUIPMENT 


KEY PUNCH DESK FILE 
Monarch Metal Products, Inc., 724 S. Columbus Ave., 
Mount Vernon, N. Y., has introduced a new key 
punch desk file priced at $58.95 F.O.B. factory. Spe- 
cifications of the file are: size, 26 inches, adjustable 
to 28!/2 inches high, 19 inches wide, and 27!/4 inches 
deep. The top is gray linoleum with flush steel bind- 
ing; finish is gray wrinkle. Drawer sizes are: top 
drawer, 2434 inches deep, 123/16 inches wide, 2% 
inches high. The second has same depth and width 
but is 4 inches high. Compartment doors are 
equipped with Yale & Towne locking handle. Ship- 
ping weight is approximately 85 lbs. 


NEW MULTIPLE REGISTER 


Burroughs Adding Machine Co., Detroit, Mich., has 
expanded its accounting machine line with the release 
of a new multiple register Series 300 Sensimatic which 
remembers eleven different figure totals at once. The 
machine, which features automatic control of its op- 
erations through a "sensing unit," was engineered and 
designed specifically to Toots complex accounting 
work. It is being manufactured in Burroughs’ plant in 
Plymouth, Mich. 
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TYPE CLEANER 

The above picture was taken in an office which is en- 
gaged in Government defense work, involving ana- 
lytical work which requires the constant use of a 
typewriter for tabulations which must be reproduced. 
Clean and clear cut type is a necessity and the Safe- 
guard D-R-T type cleaner has become an important 
part of the program. These dry rubber tools are used 
twice daily to keep type faces free of dirt and ex- 
cessive ink. They are available in sizes for Royal type- 
writers which require a double thickness and in a 
thinner size for all other typewriters. Further informa- 
tion may be obtained by contacting Safeguard Corp., 
Lansdale, Pa. 


3 NEW GRIP-A-TAB DISPENSERS 

for pressure-sensitive tapes have been developed by 
Derby Sealers, Inc., Derby, Conn. The machines, 
claims the company, are the first lever operated dis- 
pensers for cellophane tapes which can be set to dis- 
pense any definite length desired. Shown here, left 
to right, are Models 92, 91 and 90. All three models 
will dispense cellophane or acetate fibre tapes in 
widths from '/4 inch to | inch. The measuring dial is 
calibrated for any length ranging from '/2 inch to 4 
inches on one stroke of the handle. Model 90 is a 
standard dispenser for production line work; Model 
91 has a completely enclosed tape magazine for pro- 
tection against dust, oil spray, dirt and moisture; 
Model 92 is an alternate design to Grip-A-Tab 90 
and is adaptable for slitting tape. 


NEW COMPTOMETER 
The Dual-Action Comptometer adding-calculating ma- 
chine has been introduced by Felt & Tarrant Mfg. Co., 
1735 N. Paulina St., Chicago. The new Comptometer 
is described as a two-in-one machine in that it has 
two independent keyboards, two cancelling levers and 
a divided answer register. The outstanding feature is 
that the operator can calculate on the right half of 
the keyboard and accumulate totals on the left half. 
Totals on the right or calculating side may be can- 
celled independently of the accumulating side. Simply 
by touching a lever, the machine can be converted 
into a standard full keyboard all-purpose machine. 
Dual-Action Comptometers are made in ten and 
twelve column sizes in both electric and non-electric 
models. They are finished in a new Sandalwood brown 
and are available for immediate delivery at a slight 
additional cost over standard models. 


NEW DESK MICROPHONE 
Dictaphone Corp., 420 Lexington Ave., New York 17, 
has introduced a new desk microphone, housed in 
gray Tenite plastic. The lightweight, streamlined 
housing is bled from two molded pieces, a bot- 
tom plate and a main shell, which screw securely to- 
gether. Grillwork at the front of the unit is molded 
in. Tenite is a product of Tennessee Eas*man Co., 


division of Eastman Kodak Co., Kingsport, Tenn. 
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new things in the news 


NEW AUTO-TYPIST MODEL 

The American Automatic Typewriter Co., 614 N. 
Carpenter St., Chicago 22, has developed a new 
Model 5216 Selector Auto-Typist which is designed 
particularly for the smaller office. Each letter on the 
unit is typed 2!/2 times faster than manually without 
error. Operation is simple: operator pre-selects the 
letter or combination of paragraphs that have been 
chosen by the correspondent, and the Auto-Typist 
automatically picks out the letter or paragraphs and 
types without further attention. The unit stops at pre- 
determined points, if so desired, for personal fill-ins 
to be inserted. Dimensions are: 28 inches wide, 30 
inches deep, and 33 inches high. Sixteen selector 
buttons are provided for automatic selectivity of let- 
ters or paragraphs. 


GEORGIAN EXECUTIVE DESK 


has been introduced by The Myrtle Desk Co., High 
Point, N. C. Designated as the 8568-F, it is a feature 
item in the company's 8500 Georgian series; measures 
68 inches by 36 inches. The matched butt grain wal- 
nut in a natural finish is enhanced by a solid brass 
drop bail type drawer pulls in English antique finish. 
The file drawer is usupended on ball bearing glides 
and is fitted with rails for suspension type files. All 
other drawers employ the Myrtle design of side rail 
suspension. 
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A NEW CARTON 

for mailing and re-mailing individual reels of sound re- 
cording tape is now available from Minnesota Mining 
and Mfg. Co., 900 Fauquier St., St. Paul, Minn. Made 
of corrugated fibreboard, it is designed to provide 
added protection with minimum weight, is inexpensive, 
and re-usable. The carton folds around the standard 
sound recording tape box and is taped shut. It is 
available in four sizes for 4 inch, 5 inch, 7 inch, and 
10! inch reels. Space is provided on the carton for 
the address, the return, and for postage. The 4 and 5 
inch cartons retail for 15 cents, the 7 inch carton for 
20 cents, and the 10!/, inch carton for 30 cents. 


NEW JAYEM BUILD-UP TRAYS 


The Jayem Sales Corp., 31 Coffey St., Brooklyn 31, 
New York, has introduced new build-up trays which 
are designed for individual use or for easy stacking 
on the M-5!1 Hold-All Desk Tray. There are no loose 
parts and each tray is equipped with a full length 
cardholder. Designed for sorting mail work, orders, 
bills of lading, etc., the tray size is 10 inches by 
1134 inches by 4!/2 inches. The five-tray shown here 
retails for $14.95; the three-tray is retailed at $9.95. 
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BOOKS AND PAMPHLETS 


With the January 1952 issue, “Typ- 
ing Tips” began its thirtieth year of 
continuous publication. “Typing Tips” 
is published by Miller-Bryant-Pierce 
of Aurora, IIl., manufacturers of Miller 
Line inked ribbons and carbon paper. 
Fred C. West of Aurora conceived the 
idea of this type of house organ and 
he is still its editor. 

Thirty years have brought changes 
to “Typing Tips,”, but it is still devot- 
ed to its original purpose of providing 
its readers with authentic information 
on developments in inked ribbons and 
carbon paper and their application to 
specific needs. 

Varied features of general interest 


have added to the popularity of “Typ- | 
ing Tips”. For example, “Typing Tips” 


scooped the popular magazines by at 
least a year when it began its series 
of articles about leading cities. Con- 
tinued effort to learn what readers like 
—and then giving them just that—has 
maintained a high degree of reader in- 
terest. Frequent polls and contests have 
resulted in friendly personal contact 
with readers, and the contribution of 
valuable ideas. 

About 45,000 copies of each issue are 
mailed and distributed to users and 
prospective users of Miller Line prod- 
ucts throughout the United States and 
abroad. 


The Life Office Management Asso- 
ciation, 110 I. 42nd St., New York, is 
distributing copies of the 1951 proceed- 
ings to its members. The volume con- 
tains the various papers and reports 
which were presented at the Associa- 
tion’s spring and annual conferences. 


“Your Floors and How to Maintain 
Them” is the title of a new booklet 
published by Multi-Clean Products, 
Inc., 2277 Ford Parkway, St. Paul, 
Minn. This 40-page ready reference 
manual of floor facts covers the care 
of asphalt tile, concrete flooring, ter- 
tazzo and magnesite, rubber tile, wood 
flooring and linoleum. The shampooing 
of carpets and rugs, and descriptions of 
the types and uses of Multi-Clean floor 
liquids and equipment are also fea- 
tured. 


Stivers Office Service, 7 S. Dearborn 
St. Chicago, has announced the pub- 
lication of a new employee manual 
titled “Anchors Aweigh”. The booklet, 


copies of which are available to office | 
The SOS staff of “Life Savers” are | 


Stenographers and typists; calculating, 
keypunch, transcribing and bookkeep- 
(To page 62) 
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This fast folding machine has 
two outstanding advantages... (1) 
doesn’t need a skilled operator, can 
be used by anybody after a short 
instruction .. . (2) can be set up ina 
minute, without tools; and can often 
run off a job in the time used to set 
up other folders. 

Easily adjustable...handy dials 
set this folder for paper thickness 
and position of folds . . . ready for a 
new job right away. 

Fully automatic, high speed... 
takes all routine forms from 3x34 
toll x 24 inches... makes eight 


Measure first fold wanted on 


upper light ruler, second fold on 
lower dark ruler . . . 


Set dials for size of folds wanted 


—setting pointer on light dial for 
first fold, dark dial for second. 


This fast, efficient, low-cost 


Folding Machine 


will save time, expedite jobs .. . 
in any print shop or bindery. 


Standard Fold 


Double Fold 
THREE of the machine's 
* eight basic folds 


basic folds . . . will put two parallel 
folds in a letter size sheet at 10,000 
per hour . . . Feeds and delivers from 
the same end, saving operator effort 
and working space. Pays for itself in 
a short time. 

Only 36 inches long, 181% wide, 
and 2014 high, can be conveniently 
stored when not in use. 

Precision- built by PB, leading 
makers of postage meters, and backed 
by nationwide service from 93 offices 
in U.S. and Canada. Call the nearest 
Pitney-Bowes office for information 
or send coupon for free booklet. 


PITNEY-BOWES 


Leading makers of mailing machines. ..offices in 93 cities. 


Material is fed and removed 
from the same end of compact 
machine, saves effort and space. 


PITNEY-BOWES, Inc.. 2929 Pacific St.,Stamford,Conn. 


Name 


Send free illustrated booklet on Folding Machine to: 
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STEEL CLOTHES LOCKER 
Top Flight Products, 6224 S. Oakley Blvd., Chicago, 
is producing a steel clothes locker for offices that 
measures 12 inches by 18 inches by 72 inches. Avail- 
able in grey or green, it has a padlock attached and 
is delivered already set up. 


NEW TELESCRIBER 
The Tel-Autograph ‘Instan-Form’ telescriber, combin- 
ing business forms with the known principles of tele- 
scriber (handwritten) communication, has been intro- 
duced by TelAutograph Corp., 16 W. 6Ist St., New 


York. Business forms filled in on a transmitting 
‘Instan-Form’ telescriber are reproduced immediately 
(on a similar form) at one or many remotely located 
telescribers. In brief, the ‘Instan-Form' is written and 
delivered simultaneously. The unit will be leased to 
users on the same service-and-maintenance supplied 
basis as standard telescribers. Shown here are (left) 
the telescriber transceiver, and (right) the receiver. 
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WERNER TRANSFER FILE 


A. C. Werner Co., Lodi, Calif., is offering its transfer 
letter file R124, with recess bottom to accommodate 
active filing. The drawer slides on six rollers to permit 
ease of operation. The files interlock and interstack 
into a compact unit and no extra shelving or sup- 
ports of any kind are needed. They are constructed 
of heavy 22 gauge cold rolled steel and are available 
in Hammertone gray or olive green. 
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IT NEED hardly be stated that more duplicating ma- 
chines will be produced this year than were in 1951 
—il world conditions remain as they are. Yet this in- 
crease offers no complete solution to the problem of 
availability. Production facilities have been expanded 
to an appreciable degree. Manufacturing techniques 
have been improved. The shortage of critical metals 
—to the small extent it has been exprienced—has 
been met with efficient substitutes for the most part. 


But, on the other hand, people in increasing num- 
bers have discovered pressing needs for this type of 
ofice tool—while the manufacturers, conscious of an 
obligation to give the government what it needs, vol- 
untarily places it at the head of the waiting list for 
its products. 


Deliveries of highly specialized equipment, like tan- 
dem models of offset machines, are liable to take six 
months to obtain. Systems models of the fluid type 
might take three or four months. Electric fluid types 
of standard design will arrive much faster, as will flat 
bed models. 


Symbolic of high-speed office reproduction operations is this view of Socony-Vacuum Oil Co. duplicating department, N. Y. 


Equipment Roundup— 


This month: Duplicating machines of all types. 


(Manufacturers’ directory on page 60) 


Stencil 

Addo Machine Co. is the American distributor of the 
Roneo stencil duplicator, made by Roneo, Ltd. of England. 
The Roneo Model 500 is a hand operated machine offering 
automatic ink control, automatic feed, and other features. 

Roneo’s inking feature distributes ink without any adjust- 
ment by the operator; allows double-sided work without 
interleaving on all normal duplicating papers. Flexible au- 
tomatic feed allows the 500 to handle lightweight paper, 
manila card stock, or single postcards. 

The machine is simple to operate, has single lever control, 
clean stencil release, date line registration. 

Addo Machine Co. reports availability of a wide variety 
of colored inks. Color change-over can be made in 25 sec- 
onds without staining operator’s hands. 

The A. B. Dick Co. describes its model 445 Mimeograph 
as a high speed, heavy duty table model mimeograph with 
built-in electric drive. This machine has a feed table capa- 
city of 500 sheets of substance 20 paper, and is almost en- 
tirely automatic in operation. Variable speeds in ranges 
from 60 to 110 and NQ to 180 copies per minute promise 
high speed productiom 

Other factors which increase overall speed of this new 
mimeograph are the quick loading feed table, copy stacker 
receiving tray, finger tip controls for vertical, lateral and 
angular copy position adjustments, and the new quick 
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Tools of the Office 


Top row, left to right: The Rex Rotary Model No. D-270 showing inking unit; A. B, 
Dick’s No. 445; Printo-O-Matice Co.’s Model A-2. 


drying inks which are recommended for use with this 
machine. 

“We have not shortened our line,” A. B. Dick advises. 
“Also in our current line of mimeographs are Models 90, 
410, 420 and 430 (all hand operated); and 435, 445 and 450 
(electrically operated); and the Model 493 handling paper 
size up to 11 x 17”. No extended delivery dates.” 


Marr Duplicator Co. refers to its newest model as the 
Marr 20th Century Stencil Printing Press. This is a “maxi- 
mum production, exact register, sharply clean printer of up 
to 12,000 sheets an hour.” It will print cards, envelopes, 
light and heavier stocks, mis-cut sheets, folded sheets and 
the company also claims, most stocks considered impossible 
in other machines. 

The Marr Duplicator Co. has doubled production in re- 
cent months enabling delivery usually within two weeks. 
The full Marr line is in production. All models are precision 
manufactured, fine-bearing equipped and ruggedly built for 
longest life with minimum maintenance. 

Marr has just brought out the Ball Race Guide, and 
special attachment developed for the 20th Century Model E 
which enables the automatic handling of card stocks, en- 
velopes, curled papers, newsprint, lightweight papers and 
heavier stocks, tags with reinforced eyelets, folders—stocks 
ordinarily considered impossible to mimeograph. 

“These stocks are printed at high speeds as “normal pro- 
duction,” Marr claims. 


Multistamp Co. duplicators range in size from the small, 
rubber stamp size, model No. 1, for reproducing signatures 
and other small work to the full page size, Model No. 7. 
All are rocker-type, hand operated. Office forms and mem- 
oranda, postcards, index cards, file folder headings, letters, 
bulletins can be printed quickly and accurately in a matter 
of minutes. Multistamp duplicator can also be used for 
printing in bound books or files. 

The clerk types, writes, traces or draws on the stencil, 
snaps it on the duplicator, and prints up to 1,000 clear 
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Second row, left and clockwise: Roneo Model 500; Mullti- 
stamp Co.’s rocker stencil duplicator; Marr Duplicator Co.'s 
20th century; and the Pekas rocker type duplicator. 


copies. Ink is self-fed from within the duplicator. Ink flow 
is uniform throughout the printing surface, assuring sharp 
reproduction. Stencils are easily filed for re-use. Ink pads 
are replaceable. 

Each of the complete outfits comes complete with its ac- 
cessories in a handy carrying case. Special combination 
outfits are available which contain all the equipment neces- 
sary to print jobs of any size. 


Pekas Duplicator Co. makes a hand rocker type of stencil 
duplicator called the Speedy. Described as “the only dupli- 
cator on the market with an accurate adjustable guide for 
printing postal cards, tags and other forms,” the unit comes 
with a printing board for this adjustment technique. An- 
other feature of the printing board is “semi-automatic card 
feed”. Multi-color auxiliary ink pad enables user to change 
from one color to another. Complete outfit, including sup- 
plies, ink, ink brush, stylus, celluloid writing plate, correc- 
tion fluid, stencils, printing board, and book of instructions, 
packed in a compact wood case, costs $15. 
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ONE att: 12,227 pypep FORMS? 


Before a common nut 
hand, 12,227* Paper f. 


can be mined, fabricated and put into a workman’s 
- Analysts say the average 


a, 
> 


DITTO, sim PLIFIES PAPER WORK! 


Paperwork can be a “necessary evil” or 


it can straighten out Pay and production 
shorten routines, release em 


and delay eps ye 


coordinates and expedites. If your Paperwork isn’ 
production tool— get critical of it, make it so! 


AMERICAN INDUSTRY DEPENDS ON 


DITTO . 


ONE-WRITING SYSTEMS ! 


In these days of defense Pressure and heavy Paperwork, 
large companies and sm i 


with DITTO One-Writing Systems 
» anticipate material needs, 


Ask for specific data sh 
Payroll, Production, Order- 
and other systems definitely 


DITTO, Incorporated 


2217 West Harrison Street, Chicago 12, Illinois 


“Estimated 
Reg. U. S. Pat. Ort, 
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Tools of the Office 


Print-O-Matic Co. makes a small postcard size stencil 
duplicator which this year they report to have certain im- 
provements over previous models. The machine is adjust- 
able for various sizes of small cards from 4” by 6” to 3” 
by 5”. Said to print better than 2,000 per hour. With ex- 
tra drums on hand, one drum can be substituted for another 
for multi-color work. Improvements are represented by 
closed drum (with new cloth pad and stencil holder); ball 
bearing action; and a new card feeding arrangement. The 
machine costs $15.75, including supply kit and Federal ex- 
cise tax. 


Rex Rotary Distributing Corp. reports on its newest 
model of stencil duplicator, Model D270, which provides 
fully automatic inking at a degree determined in advance. 

“Inking is continuous instead of intermittent,” the com- 
pany says. “Any number of copies can now be printed with 
absolute uniformity, without any need for supervision. Once 
started the machine works by itself and needs no further 
attention.” 

Besides the pre-determined automatic inking system the 
D-270 is equipped with many other features: Hairline regis- 
tration through double-action synchronized paper feed; quick 
and easy exchange of colors without changing drums; 
printing width 8%” (instead 744”); automatic paper feed, 
reliable for all kinds of paper from Air Mail to card stocks 
as well as folded sheets, from 3” x 5” to 9” x 15”; easy 
adjustment of height, margin and obliquity; stop counter 
which stops motor and disengages paper feed when desired 
number of copies are printed. 

Operator has no physical contact with the ink. 

Current emergency conditions do not interfere with the 
availability of its line. All models are now available. 

“It is quite possible that increased sales will force us to 
extend delivery dates after January Ist,” the company re- 
ports. 


Liquid Process 
Ditto, Inc. describes the Super Ditto D-45 Systems Du- 
plicator. This is a direct process machine with 100 copy 
a minute speed. It produces copies on any size or weight 
of paper or card stock up to 14” x 154%” in size. Operator 
works from a seated position. Fully automatic, it comes 
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Top left, Duplicopy Co.’s H-44;- bottom left, Standard 

Duplicating Machines’ Coronet; L. C. Smith & Corona 

Typewriter Co.’s Vivid Liquid duplicator; Old Town Corp,’s 

Model 9E. Above, Rex-O-Graph’s RE and Ditto Ine.’s D-45 
Systems Model. 


to a silent, precision stop by means of the exclusive Ditto 
Velvet Clutch.* Like all Ditto direct process duplicators, 
it copies anything written, typed or drawn on a sheet of 
master paper under which Ditto direct process carbon pa- 
per has been placed carbon side up. If the original is 
prepared in as many as four different colors, the D-45 will 
run all of them in a single machine operation. The original 
is the master, good for from 300 to 500 bright copies, or 
suitable for filing and re-use at a later time. 

For systems work, this makes possible the repeated use 
of the master, over and over again until the dye is ex- 
hausted. The same original may be used in two or more 
offices or cities. Information may be accumulated, as for 
comparative or progressive reports, and copies may be 
made in whole or in part, as needed. Magic Copy Control 
assures brightness of copies throughout the run. Finished 
in grey hammertone with corrosion-resisting stainless steel 
parts. Comes in hand or automatic feed. 

All models of Ditto duplicators are still available for 
general office purchase, with the exception of the 14 D-44 
Sit Down model 

The only model in the line which presently has extended 
delivery is the D-45 described above. This is due to the 
great increase in demand for systems duplicators by Gov- 
ernment offices and manufacturers having rearmament con- 
tracts. 

“Constant improvements are being made to lengthen the 
life of and improve the service of Ditto machines,” the com- 
pany reports. “In addition, all Ditto branches maintain 
complete service departments with factory-trained service 
men and stocks of parts and supplies. We also provide 
service maintenance contracts for users, where desired.” 


Duplicopy Co. has this to say about supply conditions: 

“Current emergency conditions have not made it neces- 
sary for us to shorten our line as yet. However, we have 
not been able to produce in large quantities as we had an- 
ticipated. We still have available for general office pur- 
chase our Model A-3 and Model H-44 machines. 

“The present delivery date on our Model A-3 is about 
three to four months,” Duplicopy says. “This is due to 
material shortages and the decidedly increased demand for 
this larger model. We are able to make immediate delivery 
on the Model H-44, because this model uses less material.” 

The new Duplicopy liquid duplicator Model H-44, at 
$99.50, is a small unit for duplicating up to 300 copies. As 
many as four colors can be reproduced at the same time. 

“Many advanced mechanical features as well as a mod- 
ern, streamlined design are offered in the Duplicopy,” the 
company reports. “Copies are delivered face up, with one 
turn of the handle. Duplicopy Magic Fluid Flow assures 
automatic trouble-free moistening of the copy sheet. This 
machine is available in either of two colors, Sahara Topaz, 
or Sapphire Grey.” 
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TOOLS OF THE OFFICE 
SERIES FOR 1952 


JANUARY 


Executive chairs, office safes, and check 
devices. 


FEBRUARY 


Typewriters, copy holders, time record- 
ers, wardrobes and lockers. 


MARCH 


Duplicating machines—all types. 


APRIL 


Fans, air circulators, air conditioning 
units, and water coolers. 


MAY 


Floor coverings, mailroom equipment 
and machines, and addressing equip- 
ment. 


JUNE 


Bookkeeping machines, payroll ma- 
chines and systems, intercommunica- 
tion equipment. 


JULY 


Staplers, numbering machines, and 
secretarial posture chairs. 


AUGUST 


Adding and calculating machines, mic- 
rofilm equipment, and dictating ma- 
chines. 


SEPTEMBER 


Desk lamps, office lighting fixtures, 
and visible index units. 


OCTOBER 


File cabinets and transfer files. 


= decide what to do and tell somebody to do it. 

+ listen why it should not be done, or done by 

else, or done differently. 

- follow up to see if it has been done and dis~ 
cover that it hasn't. 


A*BOSS" HAS NOTHING TODO aio 


xcept) 


co wnat to do and we 
‘somebody to do St. 


by somebody else, 
done aifferentiy. 


follow up te see if 
ft har-Bhen eane and 


Giscover that At hasn't. 


prayire wy and 
Tisten to excuses. 


Waly to 
that it has been done 
but done incorrectiy. 


Ant out how it shoul@ 
EERE SEED Gone but con- 
clude that as lpng as it 
has been done it “ 
well be left as it is. 


¢ Tf how much simpler 
Sater tne tnang would 
* have been Gone if he hed 
——“* Gore tt ninself in the 

“ faret place. 


to do it himself would 
etrkee et the ve 

foundation of the belief 
that « "BOSS" has nothing 
te ao. 


Which copy was minenpaphed? 


A. B. DICK COMPANY, DEPT. OM-352 
5700 Touhy Avenue, Chicago 31, Illinois 


Send me the free portfolio of MODERN mimeographing 
samples. 


NAME__ I —— 
NOVEMBER 
Executive desks and supply cabinets. Company 
ADDRESS. 
DECEMBER 
Filing supplies. city. ZONE____STATE___. 
March, 1952 OFFICE MANAGEMENT AND EQUIPMENT 53 


i: 


he ao a q : _ ; : of 
. ee ak 
ae ay . 
Be . a ‘ i Pe 
si 
BG 
AN f Paes 
: em 6? 
ae | oo oe 
| a N oy KN 6 Se | 
ard >> D> ie mers Va oth follow up & second . 
3 Ma ravi Mg 
x ee ae 3 ae 8 | 
45 — ni : * 
ors, ~ as 4 i 
pa- ie e | 
l is e eles: ‘Sei e ra o "ee 
inal a 
, or a 
use | ‘ 
ex- f 
1ore ; 
for ve ae eS tee: BE. ln E: z= oe ar 
trl mm = ——_ economical process lets you use almost every kind of paper . 
mie ee ap ee Re . a ; ak q z 
fer oy Vitae Ean 2 - a: . bs u ¥ Bes. ae My act mi rf, 
ae . A multiple 0 SR a . a ) 
D-4 ss whatever kind of copies you want, you can produce them a 
ded | 4 easily and economically. MODERN nimeograpt ing ? eep 
oe el : F fi ey Pes sabe ee Se ili : Bi. Sc ipla ’ 
Ov- ee) ee a 5 | ee ae : 
A.B. Dick mimeograph products are for use with all makes ! 
he a Se 
o~ a =. tif as a Es 
itain a iy Sl a = 
rvice ae : Se! el — a . 
a — secs oe * ‘ a 7 
_ a ne oS . eae _ 
” i , : ‘‘ » 2 a & 
. | Aw ~ . 
lons: . i ee da ely q i ‘ Bs. ca. - a ie y 
ote: a ee Te a ae ae : 
have pee oe UL ee : ae : We ; 
| an- er . | 
pur- ; 
— 5 
| ee ~ 
5 
ii 
ee é 
| 


Tools of the Office 


(From page 52) 


Left, Wolber’s L 45-2; 
Center, Davidson Dual 
251; Right, Addresso- 
graph—Multigraph’s 30 
Multilith 


Old Town Corp. reports it has not been forced to shorten 
its line of liquid process duplicators in any way. 

“Our models 9E, 9H and 14E and 14H are available for 
immediate delivery,” the company reports. “Rather than 
seek economies in cheaper materials, we have sought to 
lengthen the life of our machines by employing sturdier 
materials which also tend to cut down maintenance costs.” 
Models are hand-operated or electric-driven. 

The Old Town models handle any weight of paper from 
card stock to 16-pound, and any size from a label or post- 
card to 14” by 17”. Can make up to 800 reproductions off 
one master (in purple). 

Features of the Old Town machine include greater fluid 
capacity, high speed, copy strength control, hairline regis- 
tration, lifetime lubrication, simplified operation, single 
sheet feeding. Can reproduce six colors at once. 


Rex-o-graph, Inc., make a line of fluid duplicators. 

“The users of duplicating equipment are apparently be- 
coming more and more conscious of electrified duplicating 
and for that reason are demanding more of that particular 
type of unit,” the company reports. “The development of 
our models along that line has been to the point of simplify- 
ing the mechanical part of the duplicator to the point where 
it is just about completely service free. We are now using 
a direct drive gear reduction unit together with a clutch 
arrangement so that there is no point at which service 
might be required. 

“Tn addition, we make a point of putting on a demons- 
tration before the prospect which is hard to find in other 
lines of fluid process duplicating equipment. That demons- 
tration consists of running the same stock of say, 12 or 
15 sheets of paper through the duplicator four or five times 
and having the copy so close in registration that it appears 
to be just a bit darker, but as clearly defined and sharp in 
readability as it was the first time when run through the 
duplicator.” 

Rex-o-graph has not found it necessary to shorten its line 
because of any conditions now apparent in the field of 
manufacturing. All of the models representing 28 different 
types of spirit process duplicating equipment are available. 

“The delivery time on electrified equipment does take a 
little longer than on the standard lines, however, in most 
cases at three week or six week delivery schedule does not 
seem to affect customer reaction,” the company says. 


L. C. Smith & Corona Typwriters, Inc. reports its line 
of Vivid liquid duplicators unchanged by current conditions. 

Described as a “self-starting, completely automatic ma- 
chine with moistening uniformly controlled, Vivid feeds and 
prints any size from 3” by 5” cards up to 9” by 18” sheets, 
and makes up to 500 copies of anything typed, written, 
drawn or printed on a master sheet. 

Some of the features of the Vivid liquid duplicator de- 
signed to speed up the operation and prevent waste include 
a dial type impression regulator, adjustable feed rolls, a 
completely housed mechanism, micrometer adjustments for 
ever-parallel left and right-hand paper guide, special spring 
tension grippers for master clamp which permit the place- 
ment of copy close to top of master sheet, and others. 
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Moistening is accomplished by a series of rollers which 
carry the fluid from a fountain and distribute it constantly 
and uniformly over the copy sheet. No jets or wicks are 
employed. Fluid in the fountain is maintained at a fixed 
level during operation, by a diaphragm pump. Fluid drains 
from the fountain back into the storage tank, through a 
filter when machine is halted. 


Wolber Duplicator & Supply Co. reports on its new 
Model L-45-2 Copy-Rite liquid duplicator. 

Replacing the L-45 Copy-Rite, the L-45-2 has a modern, 
streamlined appearance and is finished in two-tone grey 
hammerloid. In addition, it has many other important 
new features such as an automatic master lock. improved 
paper guides that accommodate various widths of paper 
stock, and newly designed receiving tray for better paper 


Standard Duplicating Machines Corp. introduced a new 
fluid duplicator, called the Standard Coronet, last year. 

Completely new in both appearance and action, the 
Standard Coronet operates on a one-turn, one-copy ratio 
for greatly increased speed over most previous models. 
Floating gear suspension with cams and gears in rubber 
mounts minimizes noise at increased speed compensates for 
wear over a period of years. 

The engineering of the machine throughout represents 
the latest and best principles of machine design. Stream- 
lined styling is accomplished through a radical departure 
from usual custom in constructing office equipment. Side- 
wall shrouds are finished in an attractive gray leather- 
patterned plastic substance called Boltaron, which is a 
tough pliable vinyl compound that is practically indestructi- 
ble. Extremely resilient, sidewall shrouds can be dropped 
or struck without harm to finish. Where metal would dent 
or crack, this material is undamaged, impervious also to 
duplicating fluid, cleans easily and does not scratch as 
would a painted surface. 

In addition, the manufacturer says, the Boltaron shrouds 
are effective sound deadeners and very substantially reduce 
the over-all weight of the machine. Sidewall rigidity is 
maintained by sturdy one-piece steel plates which carry all 
the load ard to which the shrouds are attached. 

Coronet, with automatic feed, duplicates anything that 
may be typed, written or drawn on a master. Making use 
of a new principle, it automatically feeds duplicator card or 
paper stock even when intermingled in the same stack. Has 
two-quart capacity fluid tank with visible troubleproof 
gauge; a silent action friction cone clutch for electric opera- 
tion which provides intermittent or continuous drum mo- 
tion from the same control lever; micromatic drum setting 
which furnishes a means of instant registration adjustment 
through a knurled finger tip control. by quick setting of the 
machine to compensate for business forms which inadver- 
tently may have been printed out of register. 

To begin with, Standard Coronet Duplicators will be 
manufactured in the 9 x 14 sheet capacity size only, but 
in hand and electric models. As production gets into full 
swing, other sizes such as 12 x 14 and 14 x 18 will be re- 
leased, although it is not positively known when additional 
sizes will become available. 
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COMING EVENTS 


Life Office Management Association 
Conferences 


May 26-27, 1952 
Broadmoor Hotel 
Colorado Springs, Colo. 


September 22-24, 1952 
Chalfonte-Haddon Hall 
Atlantic City, N. J. 


e 
May 25-26, 1953 


New Ocean House, Swampscott, Mass. | 


September 21-23, 1953 
Netherland Plaza Hotel, Cincinnati, O. 


British Industries Fair 
May 5-6 
London and Birmingham, England 


National Electrical Manufacturers 
Association 
May 6-9 
4th International Lighting Exposition 
Sponsored by The Industrial and 
Commercial Lighting Equipment 
Section, Cleveland Auditorium 


Controllers Congress 
of the National Retail Dry Goods 
Association 
May 26-29 
Annual Convention 
Hotel Roosevelt, New York 


The International Organization 
for Standardization 
June 9-21 
Triennial Meeting 
Columbia University, New York 


Accounting Division 
of the Association of American 
Railroads 
June 10-13 


58th Annual Convention 
Book-Cadillac Hotel, Detroit 


National Office Management 
Association 
1952 Activities 


March 29 
Fifth Annual Business & Education 
Seminar 
Lancaster, York and Harrisburg 
NOMA Chapters 
and Elizabethtown College 
Headquarters at Elizabethtown College 
Elizabethtown, Pa. 
(To page 59) 
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eW COPYFLEX system 
saves Tax Return time! 


The revolutionary new BRUNING 
CopyFLEX TAX RETURN SYSTEM 
saves hours... even days... in pre- 
paring returns. 


Your “worksheet” can be your 
tax return and, within minutes, you 
can get all the error-proof, low- 
cost, exact copies you need without 
any typing or proofreading. 

Tax authorities of bank and ac- 
counting groups worked with 
Bruning in devising this new time- 
and trouble-saving system of pre- 
paring corporation, fiduciary, indi- 
vidual, excess profits, and many other 
tax returns. Leading banks and ac- 


Dept. 132 


COPYFLEX “50” is easy to op- 
erate, handles large volume of 
tax return copies fast. | City 


i 


T —-—-——— CHARLES BRUNING CO., NC. 


Copyfiex Tax Return System. 


7 
Teterboro, N. J. | 

Please give me full details on how to speed tax work via the Bruning 
Se ee Mic isinrsicreowvee . | 
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bs Seiden sosgidccataimaammialaieaslaaitaanesie | 
saebonvininnenedid it nicsiticinads. -"S 


EQUIPMENT 


counting firms already are using 
the COPYFLEX Tax Return System 
and enjoying its economies. 


Why hire special, costly statistical 
typists for tax work when you need 
no typing at all with COPYFLEX? 
Save this expense... and speed pro- 
duction of completed returns and 
copies as well. 


Get the full story. Mail the coupon. 


Specialists in copying since 1897 
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Tools of the Office 


Offset 

Addressograph-Multigraph Corp. 

The Multilith Model 80 features Simflo Control which 
mechanizes operating technique to a greater degree than 
was ever before on an offset type duplicator. This machine 
is available either as a hand-fed unit or equipped with au- 
tomatic feed. It fulfills requirements for the desired num- 
ber of copies on any type of paper or card stock. 

The Multilith Model 1250 employs the conventional Mul- 
tilith Process. This duplicator is equipped with an auto- 
matic suction feed with a capacity of 5,000 sheets to as- 
sure continuous operation. This duplicator is equipped with 
many features to facilitate the running of various sizes and 
thicknesses of paper to fulfill all duplicating requirements. 
The speed of this unit is 6,000 revolutions per hour. 

“As yet current conditions have not caused us to with- 
draw any models from our line of Multilith Duplicators,” 
AM reports. “If the seriousness of the international situa- 
tion and Government regulations indicate that this present 
policy should be revised, we will, of course, cooperate on 
exactly the same basis as we did during the last war.” 

All four models of Multilith duplicators (Model 80, 75, 
1250, and 2066) are available on a current basis. 

“While we have had some extension of our normal del- 
ivery dates, deliveries still range from three to six months, 
which is considered normal for our type of equipment,” the 
company advises. 


The Davidson Corp., maker of a line of offset printing 
machines, reports that not only has its line been retained 
but new items have been added. 

“At the present time all Davidson equipment designed 
for office use is available,” the company advises. “This 
includes the Davidson Dual Model 251, the Davidson fold- 
ing machine, Models 120 and 129 together with supplies 
and accessories. 


Photo Copying 


American Photocopy Equipment Co. reports: “The cur- 
rent national emergency has not caused us to shorten our 
lines. Every item in our line that was available previous 
to the Korean situation is still available for immediate del- 
ivery. In fact, we have added several items to our line 
since the Korean situation. We have not extended our 
delivery date on any models of our equipment.” 

Apeco recently introduced the Auto-State—a dry photo- 
copying process using two simple steps instead of the 12 
required by conventional photocopy equipment. A finished 
copy can be made in less than 30 seconds. 

Auto-Stat operates on a transfer facsimile principle that 
employs two different types of paper—a No. 1 sheet sensi- 
tive to light and a No. 2 sheet not sensitive to light.- Both 
papers are coated with special emulsion developed and pa- 
tented by the makers of the Auto-Stat. 

In the process of making an Auto-Stat copy—the origi- 
nal to be copied is placed face to face with the No. 1 
Auto-Stat sensitized sheet and then inserted in the contact 
printer. After a 10 second exposure to light—the original 
and No. 1 sheet are removed from the contact printer, 
The original is set aside, unharmed in any way. Next— 
the exposed No. 1 sheet is placed in face to face contact 
with the No. 2 Auto-Stat sheet and both sheets are inserted 
in the slots at the front of the Auto-Stat processing unit. 
The two sheets travel through the Auto-Stat automatically 
and emerge from the delivery slot, adhered together, in ap- 
proximately 8 seconds. The operator peels the two sheets 
apart and has a positive reproduction of the original on 
No. 2 Auto-Stat sheet. There’s no developing, no fixing, 
no washing, no drying. Every detail of the original is 
faithfully reproduced in black and white. The No. 1 Auto- 
Stat sheet can be either thrown away or saved as a reverse 
reading file copy. 


A. B. Dick Co.’s Plate Exposure Unit Model i05 per- 
mits the exposure of pre-sensitized photo offset plates right 
in the customer’s office. After the plates have been exposed 


Top row, left to right: Haloid Corp.’s Rectigraph High-Speed photocopier; F. G. Ludwig Associates’ Contura photocapier} 
A General Photo Products Co. unit. At bottom, steps in the new Apeco Auto-Stat copying process. 


56 OFFICE MANAGEMENT AND EQUIPMENT 


March, 1952 


they 
and ¢ 
settin 
and 
Hi: 
even, 
This 
apply 
Ge! 


whicl 
photc 
equip 
thing 
hive | 
to sit 
with 


mova 
the | 
positi 


Th 
copyi 
norm 

Ha 
speed 
tion. 
using 
45 se 
heats 
devel 
devel 
print 
dayli; 
or re 


auton 
Meth 
mers: 
Show 
last | 
wise 

copy 


. 


va <> ee ae coe a © Bly *. “Gh: = aR aes. oa 2h ee = - al * 
Z2 4 ee ie iN a eet ae * a oe 7 
Mi | , : 
a ———— 
PA es 
q Ca 
sei 
Z ; j - you ¢ 
sf a can b 
a The 
| a of co 
= Ad 
RS 
Seo = 
Be 
| ee 
7 
ee 3 " —_ ai 
poe i ak $ = 
Se 8 7 “Te . 4 ; a i 
Nae ‘ f ' dq ae 
| tial a - nay * ' ae a # 
; ‘ a " rs i \ ; ‘ q ad a ae 
_ Ae er er ‘ : : ; , ; 
te on * J a : a : Rag x \ 
hae eee nae 4 P -. ' . 
ee EE : ae. ety - Y 4 x i ‘ 
4° . © ' a ay 
‘ ‘ > A fi s f : - 
, = , ‘ 
i oo * a 
m a ~ sD oe 7 4 3 
te 
 : 
= as ee 
im aa ce & ‘ as 
is, ~— - : 
| a : - 
co —— | =< = i 
ae ‘ . ol = eg , 
ae 7 . = 7 wae — Sears, Bia L 
. ~~ — i a A a 
i ; . P on. - / or s ss 
-_ . ~ ge - 4 $ S Se oe _ * el 
: &. e ~ ~ _ he ES a oo + = “a ae re ey. a : f price ee. a i a ‘ : 
BS es ; bi : . 7 
a dea : . 
ie Pa 
- 7 2 
a —. 


, 1952 


they may be placed immediately on an offset duplicator 
and copies run therefrom. An automatic timer permits the 
setting of the exact exposure time required for the plate 
and the overhead light assures uniform exposure. 

Hinged clamps and a rubber pressure pad insure an 
even, tight seal between the negative and the offset plate. 
This is the only model available, with immediate delivery 
applying. 


General Photo Products Co. have introduced a new unit 
which makes photo copies and burn-in plates for offset 
photography. Known as the Tru-Copy-Phote Dual, the 
equipment makes photo copies up to size 18” x 24” of any- 
thing typed, printed, written or drawn, etc., in three to 
five seconds exposure, and also makes burn-in plates up 
to size 11” x 17”, in approximately ten minutes, for use 
with all types of offset presses. For the burn-in process, 
you can use a film negative or a paper negative. The latter 
can be made with this machine at a cost of about 15¢ each. 
The machine comes equipped with a super-powerful set 
of cold lights. 

Additional features include unbreakable glass top, re- 
movable filter, two timers (one for photo copy work and 
the other for making plates), high compression cover, 
positive lock handle. Machine will list at $185 F.O.B. factory. 


The Haloid Co. reports that its line of large photo 
copying machines is still intact, with delivery dates still 
normal. 

Haloid reports an improved FotoFlo Model C allowing 
speedier print production and greater simplicity of opera- 
tion. Production speed now gives three prints a minute 
using the standard model; controlled developing time of 
45 seconds per print. When a thermostatically controlled 
heating unit (available through Haloid Co.) and suitable 
developer are used, prints can be produced at 30 seconds 
development. Also automatic print conveyor eliminates 
print handling, agitation or paddling hypo tray; complete 
daylight operation; reproduces in exact size, or enlarged 
or reduced sizes; makes prints up to 18” wide by 24” long; 
automatic maintenance of developer level and = strength. 
Method of print delivery into hypo assures complete sub- 
mersion, eliminating stains. Other important features. 


Shown below are copy holders erroneously identified in 
last month’s “Tools” feature. From the left, and clock- 
wise they are the Rite-Line, Replogle Newsboy, the Liberty 
copy holder of Bankers Box Co., and the Hall-Welter Wide 
Model Error-No. 


Above, Remington Rand’s En- 

gineering portagraph. Right, 

A. B. Dick Model 105 Plate 
Exposure Unit 


Here’s a Machine That’s 


o 


Easy to Sell! 


Wright ‘‘Copymaker’’ Model C 


No ink, No stencils, No type, No gelatin. A 
fluid duplicator second to none in simplicity. 
Perfect copies up to 5 colors in one operation. 


HART 


mimeographs 


LIST $69.50 plus tax 
Line up with 


HART'S 


complete line! 


Precision-built 
Beautifully designed 


PROFITABLE! 
Write for information! 
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Tools of the Office 


F. G. Ludwig Associates makes the Contoura, a portable 
photo-copier for copying material, including book pages, 
up to 8%”"x14”. Two sizes are available—the Research 
Model (copies up to 8”x10”), and the Legal Model (copies 
up to 84%”x14”) Contoura. Deliveries on both models can 
be made within 5 days. 


Remington Rand Inc. has available three types of Porta- 
graph, photocopying machines. Portagraph copies anything 
printed, drawn or written in any color of ink, pencil or 
crayon. Records may be on white or colored paper, or on 
cloth, film or heavy card stock. They may be one or two- 
sided. The units are capable of copying from bound vol- 
umes. Copies can be processed in ordinary subdued office 
lighting. A lightproof drawer is provided in the Portagraph 
for storing pre-cut paper, a lightproof compartment for roll 
paper. Properly processed photocopies are permanent. 
Office Model is numbered G10.3, has copy area of 9%” by 
15”; the Engineering Portagraph is Model 11.2, with copy- 
ing area up to 20” by 24”; also the Vacuum Seal Porta- 
graph, which comes in two sizes — G212 has copy area of 
31” by 43”, and G213, with copy area of 42” by 61”. 


Gelatin 


L. C. Smith & Corona Typewriters, Inc. also makes the 
high-volume flat bed gelatin roll machine called the Vivid 
Conveyor duplicator. Designed primarily for those applica- 
tions where a number of masters are duplicated daily, the 
built-in conveyor mechanism retains a full day’s supply of 
rolls which are automatically moved into and out of operat- 
ing position by a one-third turn of the Conveyor control 
handle. A built-in moistening device applies moisture di- 
rectly to the surface of the gelatin roll, eliminating the ne- 
cessity of hand-sponging. In Vivid, the rolls are securely 
bolted to Conveyor mechanism and are protected at all 
times. They are not handled, cannot be dropped nor can 
articles be dropped on them. Each roll is used in proper 
sequence. Three models: Model 1418-C, size 14” by 18”; 
Model 1824C, size 18” by 24”; Model 1832-C, size 18” by 
32”. All available in 10, 14, 20 and 30 roll capacity. 


Diazo 

Charles Bruning Co., Inc., reports current emergency 
conditions have not caused it to shorten its line of Copy- 
flex white printing machines. 

“A few highly specialized items are in short supply”, 
Bruning says, “but at the present time, nothing that will 
interfere with normal office usage of our equipment.” 

All catalogued and advertised Copyflex models are still 
available for general office purposes. At the present time, 
deliveries on Copyflex machines are running 60 to 90 days 


Left, Charles Bruning’s 
938. Right, Ozalid Di- 


vision’s Ozamatic. 
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following the date on which orders are received. Operg. 
ing supplies are on a prompt delivery schedule, with yo 
unusual delays. 


Ozalid, Division of General Aniline & Film Corp, ¢. 
scribes its new Ozamatic, desk-model of the Ozalid Copy- 
ing machine. It can make in one hour up to 1,000 copie 
of different originals. Copies can be up to 16” wide, am 
length. A letter-size copy costs about one and one-haji 
cents, including operating costs and machine depreciation, 

“All the advantages of large, costly machines are noy 
incorporated into a high-capacity model that is compact ang 
inexpensive,” Ozalid says. “As a result, scores of new ap. 
plications have been opened for the Ozalid process in ag. 
counting, purchasing, order handling and all other general 
businesses and departments.” 

The Ozamatic will quickly reproduce a photo-exact copy 
of any translucent invoice, letter, or record. Two or mor 
complicated reports can be combined on one sheet of pa. 
per. Variable data can be added to or deleted from , 
constant form, and a reprint made of just the information 
desired. 

“Current conditions have not caused us to shorten ow 
line,” Ozalid says. “All of our models are still available 
for general purchase. We have extended our delivery dates 
on our largest machines, but this affects office users very 
little, since these machines are used primarily for engineer- 
ing. 

54” Printmaster, new DO order 4 months—new unrated 
order, 4 months; 42” Printmaster, new DO order, 3 months 
—new unrated order, 4 months; Super-B, new DO order, 
3 months—new unrated order, 3 months; Streamliner, new 


DO order, 2 months—new unrated order, 4 months. 
Deliveries are normal on the Ozamatic—l0 days with 
new DO order, and three weeks with unrated order. 


Xerography 

The Haloid Co. aided in the development of Xerography, 
the new, dry, electrical direct positive copying process. 
Using Haloid’s Xerox copying equipment, anything writ- 
ten, typed or drawn, can be copied or duplicated in sizes 
up to 8%” by 13”. A letter, engineering drawing, office 
form, etc. can be reproduced by direct contact in one op- 
eration in less than two minutes. The same types of copy 
can be reproduced on offset paper masters for limited or 
quantity production. 

Xerox copying equipment is composed of the Xerox 
Camera No. 1, the Xerox Copier Model A, and the Xerox 
Fuser. This line-up fits comfortably on a table five feet 
long by three feet deep. The camera (No. 1) permits 
copying material which has text or images on both sides 
of the sheet; has fixed focus extreme wide angle Jens | 
which permits size to size copying up to 8%” by 13” on 
any kind of paper or offset paper master. Xerox camera 
is used in combination with the Xerox Copier, which i 
designed for copying material with text or images on one 
side only by the contact method. When the transferred 
copy is placed between the two heated platens of the Fuser, 
the image is made permanent. 


ally 
tior 
nat 
and 
tha 


a¢ 
ae 
ks 
ae 4 | 
a 
shad 
= — 
a ai 
A ~ “= 
ae Fai 
en Zz 4 
" 4 Soc 
. 2 
. 
aii a %. 
> ' cc 
; dh 
° i ; cles 
Pet . wit 
$ rest 
& stit 
2 Yo 
be Ae acc 
a L Bic 
a 
bet 
; 7 Fe 
Pi : : citings - ‘ B are 
a. h cor 
a a — the 
; ree sme tl Te 
—_ — ae 
E 7. mE Ex me |k 
a z= wee Ty 7 esa! =q — . re a ‘ 
‘ —.. t . ° i. ames ei q : he 
oi ii : : j } Ks ’ mi 
ae A ot ae 
“ iz a al uA S 7 SS .o- _— * cus 
= a Se ere | 
= oF . ~ ee -_ : > «ine 
ae) . — 2 = ; i — ° the 
‘sp. ay ._* = me: e 
“e : ~ PE coi 
4 a 1a Y 
- wae 58 Cee March, 195!) M 
ay , 


)perat- 
ith no 


P. de- 
Copy: 
Copies 
le, any 
ne-hali 
“iation, 
e now 
act and 
eW ap 
in ac 
zeneral 


*t copy 
r more 
of pa- 
irom a 
‘Mation 


en our 
vailable 
y dates 


rs very 
gineer- 


unrated 
months 
» order, 
er, new 


Is. 
ys with 
r. 


graphy, 
process. 
ig writ- 
in sizes 
x, office 
one op- 
of copy 
nited or 


- Xerox 
e Xerox 
ive feet 
permits 
th sides 
zle lens 
13” on 
camera 
which is 


- on one 
nsferred 
e Fuser, 


+h, 1952 


aera 


COMING EVENTS 
(From page 55) 


April 18 
Methods Clinic 
New Orleans, La. 


April 22-23 
Methods Clinic 
Dallas, Tex. 


April 25-26 
Area 2 Conference 
Chalfonte-Haddon Hall, 
Atlantic City, N. J. 


May 18-22 
NOMA’s 
33rd International Conference 
and Annual Office Machinery and 
Equipment Exposition 
Fairmont Hotel and Civic Auditorium 
San Francisco, Calif. 


Society for Advancement of Manage- 
ment, Inc. 
April 24-25 
7th Annual Time Study and 
Methods Conference 
Hotel Statler, New York 


CORPORATE REPORTS SURVEY 


Today’s stockholder is getting a 
clearer picture of what is being done 
with his money, Carman G. Blough, 
research director of the American In- 
stitute of Accountants, said in New 
York recently. 


“Management is accepting a greater 
accountability to ownership,” Mr. 
Blough said. “Corporations are gener- 
ally including more detailed informa- 
tion about business operations and fi- 
nancial status in their annual reports 
and they are saying it more clearly 
than before.” 

Mr. Blough said these conclusions 
are based on a yearly survey of 525 
corporate annual reports, released by 
the Institute. “Accounting Trends and 
Techniques in Published Corporate 
Annual Reports—1951” is the fifth in 
a series of studies by the research de- 
partment of the national professional 
CPA society. 

“Progress is particularly evident,” 
he said, “in clarifying accounting ter- 
Minology. Corporate finances are dis- 
cussed in language understandable to 
the average stockholder as well as 
those who are directly concerned with 
the statements.” 

: “Accounting Trends and Techniques 
in Published Corporate Annual Re- 
ports—1951,” 176 pages, is published 
by the American Institute of Ac- 
countants, 270 Madison Avenue, New 
York, price $10. 
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100% accuracy assured 
when you use your photocopy machine 


Mistakes are common when 
information is copied by hand 
... Or typewriter. And even 
subsequent copy-checking 
doesn’t catch them all. But — 
you canalwayscounton your — 
photocopies being 100% ac- 
_ curate. And the cost—in 9 
cases out of 10—will be only a 
fraction of the manually tran- 
scribed copies. 
So...do a little double-checking 
now, if your photocopy machine is 
seeing only part-time use. Remember 
—it’s designed to save you time and dollars 
in reproducing the paper work of 
all departments. 


For the best photocopies, use 
Kodagraph Contact Paper 


This paper is made by Kodak for use in 
all types of contact photocopiers. It repro- 
duces all documents in dense photo- 
graphic blacks, clean whites . . . 
with new sparkle and legibil- 
ity. And it’s easier, more 
economical to use—no more 
split-second timing or trial-and- 
error testing. Order it...and see 
for yourself. 


Xedagraph Gontac? Raper 


“THE BIG NEW PLUS” IN THE OFFICE COPY FIELD 


EASTMAN KODAK COMPANY 72 
Industrial Photographic Division 
Rochester 4, N. Y. 


Mail coupon for 
free booklet 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”... your new, free booklet giving full details on Kodagraph Contact Paper. 
Name 
Department 
Company 
Street 


City Zone 


TRADE-mARK 
State. 
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Tools of the Office 


Thermo-Fax 

Minnesota Mining & Mfg. Co. explains Thermo-Fax, 
its new duplicating medium. Thermo-fax duplicators and 
sheets provide a new method for making copies from ex- 
isting originals. The original itself is used in making each 
copy. This new machine uses a controlled beam of infra. 
red heat which is passed through a sheet of heat-sensitive 
Thermo-fax paper to copy black and white originals dj- 
rectly. “The black typeface (or pencil) converts the infra- 
red rays into heat,” the company explains. “This heat acts 
on the Thermo-Fax sheet to reproduce the original.” 

There are no preliminary or finishing operations with 
the Thermo-Fax duplicator—copies are ready for distrj- 
bution immediately upon removal from the duplicator. The 


Haloid Corp.’s Xerox copying equipment 


Manufacturers’ 


_ List 


Stencil 


Addo Machine Co. (Roneo duplicator) 

145 W. 57th St., New York 
American Stencil Mfg. Co. 

2714 Walnut St., Denver, Colo. 
*Autocopy, inc. 

464 W. Superior St., Chicago 
Beck Duplicator Co. 

18 W. [8th St., New York 
Dayton Typewriter Co. 

516 Wayne Ave., Dayton, Ohio 
*A. B. Dick Mimeograph Co. 

5700 W. Touhy, Chicago 
*Duplicator Corp. (Gestetner) 

60 McLean Ave., Yonkers, N. Y. 
*Milo Harding Co. 


435 W. Pico Blvd., Los Angeles, Calif. 


Hart Mfg. Co. 

2400 Endicott St., St. Paul, Minn. 
Heyer Corp. 

1850 S. Kostner Ave., Chicago 
*Marr Duplicator Co. 

53 Park Place, New York 
Mid-Continent Sales Co. 
(Presto X, Dutch made) 

111 W. Jackson Blvd., Chicago 
Mimeo Mfg. Co. 

401 Broadway, New York 
*Niagara Duplicator Co. 


25 California St., San Francisco, Calif. 


Print-O-Matic Co., Inc. 

14-125 Merchandise Mart, Chicago 
*Rex-Rotary Distributing Co. 

19 W. 31st St., New York 
Speed-O-Print Corp. 

1801 Larchmont Ave., Chicago 
Technygraph Co. 

Techny, Iil. 


Offset Process 
*Addressograph-Multigraph Corp. 
1200 Babbitt Rd., Cleveland, Ohio 
*Davidson Mfg. Corp. 
1020 W. Adams St., Chicago 
(Convertible to Letterpress) 


Direct Process 


*Addressograph-Multigraph Corp. 
1200 Babbitt Rd., Cleveland, Ohio 
(also see Davidson under Offset) 
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Mfg. 


Spirit 
American Photocopy Equipment Co. 
2849 N. Clark St., Chicago 
Copy-Plus, Inc. 
2817 W. Carmen St., Milwaukee, Wisc. 
*Ditto, Inc. 
2243 W. Harrison St., Chicago 
Duplicopy, Inc. 
224 W. Illinois St., Chicago 
*Old Town Corp. 
750 Pacific St., Brooklyn, N. Y. 
*Omega Duplicator Co. (custom built) 
24 E. 2Ist St., New York 
*Rex-O-Graph, Inc. 
7849 W. Hicks St., Milwaukee, Wisc. 
Rex-Rotary Distributing Corp. 
19 W. 31st St., New York 
*Vivid Systems Division, L. C. Smith & 
Corona Typewriters, Inc. 
Syracuse, N. Y. 
*Standard Duplicating Machines Corp. 
1935 Revere Beach Pkwy., Everett, Mass. 
*Wolber Duplicator & Supply Co. 
1201 Cortland St., Chicago 
Wright Co. 
304 S.E. Oak St., Minneapolis, Minn. 


Gelatin 
*Beck Duplicator Co. 

18 W. 18th St., New York 
Columbia Ribbon & Carbon Mfg. Co. 
(small pad) 

Herb Hill Rd., Glen Cove, N. Y. 

*Ditto, Inc. 

2243 W. Harrison St., Chicago 
Hectographia Corp. (small pad) 

110 W. 17th St., New York 


Heyer Corp. (small gelatin roll dels) 


entire copying operation takes 15 seconds. 
sheets are not light sensitive. 


Minnesota Mining & 
Co.’s_ Thermo-Fax 


Thermo-Fax 


General Photo Products Co. 
15 Summit Avenue, Chatham, N. J. 
**Haloid Corp. 
256 Haloid St., Rochester, N. Y. 
Hunter Electro-Copyist, Inc. 
566 Spencer St., Syracuse, N. Y. 
F. G. Ludwig Associates. 
Pease Rd., Woodbridge, Conn. 
**Photostat Corp. 
Industrial Trust Bldg., Providence, R. |. 
**Orco Cameras 
112 Liberty St., New York 
**Remington Rand, Inc. 
315 Fourth Ave., New York 


Diazo 
Chas. Bruning Co. 
100 Reade St., New York 
Oxzalid Div., General Aniline & Film Corp. 
Johnson City, N. Y 
Paragon-Revolute Corp. 
77 South Ave., Rochester, N. Y. 
The C. F. Pease Co. 
2631 W. Irving Park Blvd., Chicago 


Office Composing Machines 


Ralph C. Coxhead Corp. (Varityper) 
720 Frelinghuysen Ave., Newark, N. J. 

Fairchild instrument & Camera Co. 

(Lithotype) 

88-06 Van Wyck Blvd., Jamaica, N. Y 


1850 S. Kostner Ave., Chicago 
*Vivid Systems Division, L. C. Smith & 
Corona Typewriters, Inc. 

Syracuse, N. Y 


Photocopy 
*American Photocopy Equipment Co. 
2849 N. Clark St., Chicago 
Duophoto Corp. 
28 W. 25th St., New York 


Thermo-Fax 
Minnesota Mining & Mfg. Co. 
St. Paul, Minn. 
Facsimile 
Facsimile & Electronics Corp. 
Passaic, N. J. 


Times Facsimile Corp. (Stenafax) 
540 W. 58th St., New York 


Xerography 
Haloid Co. (Xerox) 
256 Haloid St., Rochester, N. Y. 


* Make one or more electric models. 
** Can enlarge or reduce. 
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Iry Modernphone in your own office 
ABSOLUTELY FREE 


It may save you up to $3000 or more yearly* 


Isn't it worth trying FREE to find out? 


Let us do this for you: 


Let us bring these Modernphones into your 
office. Try them. See how they can save you 
time and money. The complete system might 
easily save you up to $3000 or more yearly*. 
And to find this out will cost you absolutely 
nothing. The test is free. 


Modernphone saves precious time 


It's pushbutton-operated . . . the world’s 
fastest intercom system. No looking up 
numbers. No warm-up. No dialing. No 
“ringing” keys. No “push-to-talk” keys. 
One push of a button does it all . . . connects 
your party and rings his stations instantly. 


Everyone can call everyone else 


Modernphone gives full intercommunication 
... Permits as many two-way conversations 


ASE 


as there are pairs of instruments. Permits 
3-way conferences. And from your executive 
station, you can always break in on any call 
if necessary. 

Keeps switchboard open for outside calls 
Operates independently of main telephone 
switchboard. Keeps board clear for outside 
calls. Operator can reach you with urgent 


outside call while you're talking on inter- 
office call. Eliminates “*J°// call you back’s.” 


Easy to install .. . simple to maintain 


Modernphone uses fewer wires than any other 


system. (It’s battery-operated, needs no AC 
power. Can be AC-operated if desired.) No 
complex circuits. Built like standard tele- 
phone equipment for lifetime service. In- 
stallation is quick, easy. 


Costs less than any comparable intercom 


Compare the price! It’s the best intercom buy 
on the market. Systems to serve from 3 to 
30 or more stations. Backed by RCA with 
nation-wide service through RCA Service 
Company if desired. 


Test Modernphone FREE before you buy 


Let us bring a pair of these beautiful new 
Modernphones to your office for a FREE 
TEST. See for yourself how this faster inter- 
com can save you up to $3000 yearly. For 
your FREE demonstration, clip and mail 
coupon .. . now. No obligation, of course. 


*Modernphone can save you up to $3000 a 
yeeor ... can pay for itself in less than six months. 
Example: If your 10 key men are worth only 
$3.00 an hour and if Modernphone saves each 
man only 20 minutes a day, that’s $1.00 a day 
aman, or $10.00 a day total. Thus Modernphone 
could save you up to $3000 a year . . . could 
easily pay for itself (even for a big 10-station 
system) in less than six months. (And these 
figures are conservative.) 


Mail coupon for your FREE TRIAL. . . today 


Executive Master set with 
speaker. Can use handset 
for privacy. (Sizes from 
Sto 30 stations.) 


Executive staff desk set. 
Pushbutton-operated 
(10-station size shown). 


RADIO CORPORATION 
of AMERICA 


SOUND PRODUCTS CAMDEN. H.J. 
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Wall set. Pushbutton- 
operated. (Available in 
5-, 10-, 15-line sizes.) 


NAME. 


SOUND PRODUCTS 
Dept. 159G, RCA, Camden, N. J. 


Your FREE DEMONSTRATION OFFER sounds fair enough. 
With no obligation on my part, you may bring a pair of 
Modernphones to my office to demonstrate their use in 
my daily work. 


TITLE. 


COMPANY. 


ADDRESS. 


cITY 


STATE 
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This Book 


should be sold... 


you can have it 
for nothing! 


UARCO’S ENCYCLOPEDIA 
OF BUSINESS FORMS 
FOR PURCHASING 


Every now and then business is 
offered a truly helpful book. This is one! 
It contains no advertising; only facts... 
thirty-eight pages about Purchasing 
Forms. Uarco breaks down your eight 
basic Purchasing Forms; Purchase Requi- 
sition, Request for Quotation, Purchase 
Order, etc., and tells you 


® what the form is © why it is used ¢ who 
uses it ¢ where it originates ¢ distribution of 
copies ¢ details of design . . . backing up 
each point with large, clear illustrations of 
the forms. 


This is the first book of its type available 
anywhere. Its only purpose is to tell you 
what you should know about Purchasing 
Forms. And it does just that! 


Uarco Offers You This 
Important Book Free 
As a businessman, you will want to under- 
stand the function, design and use of your 
business forms . . . if you are to buy them 
intelligently; use them efficiently. You owe 
it to yourself, to 
pin this coupon to your letterhead 
end mail for your free copy, today! 
Factories: Chicago; 
Cleveland; Oakland; 
Deep River, Connecticut; 
Watseka, Illinois—Sales 


Representatives in all 
principal cities. 


LARCO 


INCORPORATED 


Business Forms 


UARCO INCORPORATED 
Room 1620, 141 W. Jackson Blvd. 
Chicago 4, Illinois 


Please send m of U ‘s E i 
of Business Some dealing ith ye Se 
Forms. 


Ps :asocesnctesobessssouriisececeonssns 


PD Sectthetseestetecessecesscsusinevsene 


MEM i wxwsscvencke CAPs dvosaened State.... 
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BOOKS AND PAMPHLETS 
(From page 47) 


ing machine operators; switchboard op- 
erators and receptionists; and clerical 
workers. Generally, the temporary 
work is done in the client’s office, but 
SOS maintains an inside staff for those 
firms which prefer to send in their 
work. 


A handy guide to better filing cov- 
ering the newest, most effective filing 
system for all types of commercial 
industrial or institutional operations is 
the completely new Remington Rand 
“Office Manual of Filing Systems and 
Supplies.” 

The new 92-page illustrated manual 
describes in detail the many Reming- 
ton Rand filing systems and supplies 
designed to save business organiza- 
tions time, effort, trouble and money 
by increasing office efficiency. 

In six comprehensive sections, the 
manual covers vertical filing systems, 
vertical file guides, card indexing sys- 
tems, card guides, filing folders and 
fasteners, and filing aids. 

Of particular interest is the filing 
analysis and installation service avail- 
ab'e to organizations, and refresher 
courses in filing for, clerical staffs. 

The new manual (LB 385) is avail- 
able on request by writing Remington 
Rand Inec., 315 Fourth Avenue, New 
York. 


“How to Get Greater Service and 
Value from Your Records and Letters” 
is the title of a new booklet published 
by L. L. Brown Paper Co., Adams, 


ca 


ne 
\ 


Mass. The booklet was prepared, says 
the company, on the principle that 
what contributes to greater knowledge 
of paper qualities and values helps all 
those who make, sell or need quality 
papers. 

(To page 65) 


PLATENS it’s 
B.F.Goodrich 


—_ 
Superior Quality 


Improved Typewriter 
Performance 


Greater Typing Effi- 


ciency 
e Longer Wear 
wv Vv 


vw 


YOU CAN COUNT ON 


GOODRICH 
QUALITY... 


It’s Guaranteed! 


Nationally distributed by 
SHIPMAN-WARD MFG. CO. 


325 NORTH WELLS ST., CHICAGO 10, ILLINO > 
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Three chairs for 
“the executive look” 


in matchless hand-finished satin chrome 


Here, in clean smooth symmetry, you see three new 
reasons for Royal popularity. Strikingly new is the 
beauty of hand-finished, heavy plate satin chrome 
... lustrous as a fine silver satin fabric. Amazingly 
strong and durable is the smartly designed square 
steel tubing. Comfort, always a Royal specialty, is 
further enhanced by the luxury of finest U. S. 
Koylon molded foam rubber. Upholstered only in 
Royalpoint cloth fabric—7 smart office colors. 


metal furniture since '97 


ROYAL METAL MANUFACTURING COMPANY 


175 North Michigan Avenue, Dept. 63 + Chicago 1 
Wew York Los Angeles + Michigan City, Ind. » Warren, Pa. + Preston and Galt, Ontario 


Desks Cabinets Stools 


No. 730 


No. 1200 Executive Chair 
Seat and new floating back 
both U. S. Koylon molded 
foam rubber. 


No. 1210—Same but with 
Plastelle finish. 


No. 730 Arm Chair 
U. S. Koylon molded foom 
rubber seat and padded, 
custom-fit back. 


No. 930—Same but with Plastelle finish. 


No. 731 Side Chair—U.S. Koylon molded foam rubber 


seat and padded, custom-fit back. 
No. 931—Same but with Plastelle finish 


Royal . . . your only single source 
for over 150 metal furniture items. 


Shelving Folding Chairs 
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Settees 
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TO SELL OFFICE EQUIPMENT 
AND SUPPLIES 


cal, 

m mo 

1ce n po 

me! 

AND EQUIPMENT | poi 

ar 

The Office Executive’s Own Magazine ot 

inte 

The ever-increasing load of work in offices throughout the country calls for fac 

more and more equipment and machines to relieve the pressure on personnel. ter 

OFFICE MANAGEMENT AND EQUIPMENT is devoted exclusively to the “ 

improvement of office efficiency, personnel and equipment. Evidence of its : 

ever-increasing value to office management executives is its continued growth in bo 

paid circulation and its increasing subscription renewal percentage. For the “ 
maker and advertiser of office machines, equipment and supplies, it is the most P 

direct and economical medium to this concentrated office executive audience ... 4 

no waste circulation .. .no scattered shots! sit 

Advertising reaches its mark and its market! — A concentrated audience of more te 

than 10,000 Presidents . .. Controllers .. . Treasurers... General Managers... to 

Auditors ... Purchasing Agents and Office Managers. 

A year's schedule of 12 black and white pages costs less than a single insertion to 

in many general business magazines. Use OFFICE MANAGEMENT AND B 
EQUIPMENT to sell the office executives of the nation’s largest commercial, it 

industrial, financial and governmental organizations. = 


GEYER BUSINESS MAGAZINES : 
MEAN SALES In These VITAL FIELDS 


GEYER’S TOPICS This is the office equip t and stati Y i uF 
dealer's magazine ... now celebrating its 75th year of service to a | 
the office equipment and stati y industry. It is the only ex- i i 
clusive trade magazine in this field restricted to actual trade Mur 
circulation ... Prices can be quoted... Trade information can be %u 
freely given. And it is the only trade magazine that editorially ) 3 | 
covers all branches of the industry: commercial stationery, office sy 
furniture and machines and social stationery. It’s no wonder that f 
advertisers, seeking the most complete coverage of all important 


trade outlets, use GEYER’S TOPICS. a 
. : : : The GIFT and ART BUYER During the past 35 years a 
SPORTS AGE Advertisers are now using more space in this ‘ ‘i 
great number of importers and manufacturers of gifts, dinnerware 
and decorative accessories have become dominant in the industry 
through their consistent use of the advertising pages of The GIFT 
and ART BUYER. Advertising today in this trade magazine to the 
nation’s choicest retail outlets is buildi | fore. 
is doing. If you haven't seen a recent issue of SPORTS AGE, write ts : wseagensallg “A “ #6 sate: _ romped malienges 
f Advertisers and their agencies recognize the power of the GIFT 
for a copy. Ask, too, for the brochure “FACTS—about Retailer 2 : : dang 
Duplication” in this field and ART BUYER’S prestige and sales influence. Circulation is now 
r _ Fh fa more than 14,000 paid subscribers—and growing fast! Write for 
Wer hey: \ Market Survey. 


YY PUBLICATIONS 


H Business Magazine Publishers Since 1877 
“i os 212 FIFTH AVENUE, NEW YORK 10, N. Y. 


national trade magazine of sports equipment than ever before. 
It’s modern in format. It offers many outstanding advantages to 
its advertisers. It’s alive, vitall And its growth in dealer circulation 
and advertising linage is evidence of the kind of a sales job it 


a 


All GEYER Magazines are members of the Audit Bureau 
of Cirevlations and The Associated Business Papers. 
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~ BOOKS AND PAMPHLETS 
(From page 62) 


The booklet opens with a non-techni- 
cal, liberally illustrated description of 
basic differences between rag and wood 
papers. It shows miscroscopic enlarge- 
ments of rag and wood fibres and 
points out structural and other dissimi- 
larities. It then contrasts the changes 
in fibres which result from converting 
into paper-making pulp. All of these 
factors are interpreted, in turn, in 
terms of their effects on the finished 
product. 

Supplementing this material, the 
booklet describes a number of impor- 
tant considerations relating to the 
physical characteristics of record and 
business correspondence papers. 
Among the points touched on is the 
significance of the bursting, tearing, 
tensile and other commonly used tests 
to determine paper qualities and values. 

A distinctive feature is data relating 
to the relative cost of quality papers. 
By means of graphs, tests and tables, 
it is shown that record paper is a 
microscopic percentage of total ac- 
counting costs. This is true also of 
letter paper in relation to the total 
cost of a letter. The small percentage 
that paper is of such costs is then 
broken down into standard grades to 
illustrate the fact that even the higher 
grades affect total costs only negligibly. 

Appended to the booklet, which is 
8% inches by 5% inches in size, is a 
guide indicating the principal uses for 
L. L. Brown products and the papers 
which the company recommends for 
each use. As a final help to readers, 
a complete list of L. L. Brown dis- 
tributors is included. 


A new booklet expaining the care 
and maintenance of movable partitions 


is available from the E. F. Hauserman 
Co., Cleveland 5, Ohio, producer of 
movable interiors. 

The 10-page booklet is designed to 
familiarize building owners,  super- 
visory maintenance personnel and elec- 
tricians with the methods of cleaning 
of movable partitions, servicing the 
wiring, and the hanging of pictures, 
maps and charts. 


| 


Federal Specializes 
im COMPLEX 


Business Forms 


including 


. 


eA 


-SNAP'N PART 


-Interleaved | 


Sets : 


solve your business problems. 
We specialize in complicated carbon- 
interleaved sets of all sizes and 


Federal designs and prints forms to 


combinations of sizes. And because 
we use only the fastest, most modern 
machines available, you can depend 


and prompt delivery. Federal prices 


are attractive. Why not have us 
quote on your next job? 


ae 


on us for finer precision-printing — Za a 


FREE FORMS FOLDER Federal Business Products, Inc. 
DEPT. A 
90 Gold Street, New York 38 
Send me your free illustrated folder, “Short Cuts in 
Business Forms” 


NAME_ 


city. a Ee 


Fe 


business Prowucrs. swe. 90 GOLD ST. , NEW YORK 38 * CO 7-8850 


PRINTERS OF BUSINESS FORMS SINCE /92¢ 
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How to have i. 
an efficient — 


MAIL ROOM 


for only a 
few 


dollars! 


Send for this illustrated catalog today! 


Corbin Mail Handling Equipment is used 
in the majority of post offices throughout 
the country . .. it is speeding up the mail 
sorting operation in mail rooms of many 
nationally-known business firms, schools 
and hospitals. 

You, too,can have efficient Corbin Mail 
Handling Equipment in your office. You 
get equipment that is sturdily and attrac- 
tively made from selected hardwoods. 
You get the benefit of our years of expe- 
rience, because we will gladly help you 
choose equipment that meets your needs 
exactly. Yet, the cost is surprisingly low! 

For more complete details on Corbin 
Mail Handling Equipment and other low- 
cost Corbin wood products, write today 
for our new illustrated catalog! There is 
no obligation, of course. 


CORBIN 


=—= a 

i 
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Corbin Cabinet Lock — Wood Products Division ' 

The American Hardware Corporation s 

Please send me your new illustrated catalog of | 
Corbin Mali Handling Equipment and other 

Corbin Wood Products. ' 

1 

i 

' 
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PEOPLE IN THE NEWS 


Oliver Walker, formerly associated 


with International Business Machines 


Corp., has been appointed Philadelphia 
regional sales manager for Arthur J. 
Gavrin Press, Inc., and Gavrin Tabu- 
New 


ating Forms, Inc., Rochelle, 


Oliver 
Walker 


N. Y., manufacturers of one-time car- 
bon interleaved sets and 
tabulating business forms. 

Mr. Walker assumes full charge of 
the company’s regional offices located 
at 1700 Walnut St., Philadelphia. 


continuous 


Frederick W. Roh, comptroller of 
Thomas A. Edison, Inc., West Orange, 
N. J., has been appointed treasurer of 
the company, effective March 1, ac- 
cording to Henry G. Riter, 3rd, presi- 
dent. 

Mr. Roh, who has forty years service 
with Edison, will continue to function 
as comptroller in addition to his duties 
as treasurer. He replaces Howard H. 
Eckert, vice-president and _ director, 
who has expressed his desire to retire 
from the company on July 1, after 
forty-seven years of service. 

Mr. Eckert has been company treas- 
urer since 1937. He 
Short Hills, N. J. 

Mr. Roh lives at 13 Woodhill Dr., 
Maplewood, N. J., is a vice-president 
and director of the Llewellyn Edison 
Savings & Loan Association, West 
Orange, and comptroller, American 
Cancer Society, New Jersey Chapter in 
Newark, N. J. 


is a resident of 


The board of directors of the 

Doehler-Jarvis Corp., producers and 
finishers of die-castings, which includes 
many parts in the office equipment field, 
386 Fourth Ave., New York, has an- 
nounced the following executive 
changes: 
H. H. Doehler, honorary chairman 
of the board of directors; L. A. Jarvis, 
chairman of the board; and F. J. 
Koegler, president. 
The firm has plants in Toledo, Ohio, 
Grand Rapids, Mich., Pottstown, Pa., 
Batavia, N. Y., and Chicago. 


Raymond J. Ripple, administrative 
assistant for International Business 
Machines, V. W. Gillen, director of 
personnel for Reeves Instrument Corp., 


and Alfred E. Wagner, head of the 


How to Make 
INVISI8 Le 
Erasures 


With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
— or your money back. 


RUSH- 


~f— YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 


The Eraser Co., Inc. 


OFFICE.,.MANAGEMENT AND EQUIPMENT 


104 S. State St., Syracuse 2, N. Y. 


NN 


, err \\\\\\\ 


The vast majority of cus- 
tomers queried prefer the ease and 
convenience of Business Reply Enve- 
lopes for quick response and mail- 


ing checks. 
. d Home of 
if’ MINT-E-SEAL’ 


the Flavor Flap 


ENVELOPE CO. 


ONE ENVELOPE TERRACE, WORCESTER 4, MASS. 


For name of distributor nearest you, write 
Dept. #66. 


March, 1952 


z : bY ae ee ———— i eee hl 
Bae - wr 7 4 \ 7 B ae 

ees | 
- / A Wood Product } | 

_— ——_ ee 

: 2 | \opes 

| Business good payments 

ee» | | . 

yy | ELF 

> rt mt COMPA 

a reo at 
a — 
fast a 

¢ : a | 
rn 4 

- ” t 

“Ss. « . 

a. 1 

= RE Eee 
) 66 2 al 


peerry 11 \\\\\\\\\\\\\) tc 


When you want multiple copies of conference reports, 
bulletins, sales letters, price lists—rely on the office 
duplicator. One typist using the duplicator can quickly 
—literally—turn out the work of ten. 


When she uses Hammermill Duplicator paper, only 
one typing, one checking is necessary. Every copy is 
clear, bright and easy to read. For variety in attention 
value, Hammermill Duplicator comes in white plus five 
distinctive colors with envelopes to match. 


HAMMERMILL 


Hammermill Paper Company, 
1471 East Lake Road, Erie 6, Pennsylvania 


Please send me —F REE — the sample book of Hammer- 
mill Duplicator and the idea-book, ‘Duplicator Facts.” 


Send the coupon now for 
an up-to-date sample book 
of Hammermill 
Duplicator and the 
helpful idea-book =~ ff 
‘Duplicator Facts.”" == ff 


FOR SPIRIT AND GELATIN MACHINES 


| 
l 
DUPLICATOR 


(Please attach to, or write on, your business letterhead.) 


OM-MAR 
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why WALK? 
just push a button... and 


TALK! 


Countless dollars are wasted every 
day when employees leave their work 
to reach people in other departments! 
Executone Intercom gives everyone 
instant contact with everyone else. 
Helps Step Up Production — With 
Executone, everyone is always within 
talking distance — without taking a 
single step! With the speed of sound, 
questions are answered, information 
exchanged, material ordered and per- 
sonnel located. With people on the 
job, you get more work done faster! 
Cuts Operating Costs — Executone 
relieves the switchboard of all “in- 
side” calls, frees phones for receiving 
important customer calls. Executone 
quickly pays for itself with increased 
production and efficiency. 


CLUIOME 


e 
antercom systems 
— ee ee ee ee 
| EXECUTONE, INC., Dept. C-11 1 
415 Lexington Ave., New York 17, N.Y. | 
Without obligation, please let me have: | 
(0 The name of your local Distributor. | 
0 Free descriptive literature. 


ee ee ee oe 


31 Bar Ave., Toronto. 


PEOPLE IN THE NEWS 
(Continued ) 


Business Management Unit, Midtown 
Business Center, composed the Career 
Clinic panel which discussed “The 
Present Needs of Industry for Better 
Management” over Station WINS last 
month. 


A. C. Howard, president and gen- 
eral manager of The Globe-Wernicke 
Co., has accepted appointment to the 
Office of Price Stabilization. 

The first meeting of the Committee 
was held Thursday, February 28, in 
Washington. 


The Spring 1952 Industrial Personnel 
Testing Institute, a one week intensive 
course specifically organized to bring 
the experience of the instructors in a 
practical form to personnel men and 
employment managers, will be held 
March 31-April 4 at the LaSalle Hotel, 
Chicago. 

Tuition payment per person is $200. 
Enrollments and hotel room reserva- 
tions may be made with William J. 
Giese and Associates, 105 W. Monroe 
St., Chicago. Since enrollments are 
limited to assure adequate individual 
instruction, applications should be 
made as soon as possible. 


The instructional staff consists of: | 


Dr. Joseph Tiffin, professor of indus- | 


trial psychology at Purdue University; | 
Dr. C. H. Lawshe, professor of psy- | 


chology at Purdue University; and Dr. | 


William J. Giese, of William J. Giese 
and Associates. 


Conference Chairman A. F. Wake- 
field has announced the conference pro- 
gram for sessions to be held during the 
4th International Lighting Exposition 
May 6-9 in Cleveland Auditorium, 


Cleveland, Ohio. The conference theme | 


will be “Mobilizing Lighting Knowl- 
edge to Advance America’s Welfare.” 
Highlights of Tuesday, May 6, will 
be the third and fourth sessions of the 
Great Lakes Regional Conference II- 
luminating Engineering Society, and 


the formal opening of the Exposition. | 


Wednesday, May 7, will 
first conference session, 
Lighting Through Planning,”  an- 
nouncement of the winners of Gold 
Seal and Merit Awards in the Merit 
Award Competition, and the exhibitors 
dinner honoring the NEMA board of 
governors. 

Thursday will be devoted to dis- 
cussions on “Mobilization Through 
Lighting”; “Building Under Present 
Controls”; “How Lighting Is Further- 
ing the Nation’s Welfare”; and “Light- 
ing at Work with the Fighting Forces.” 

Friday’s theme will be the future 
horizons of visual comfort evaluation 


feature the 
“Mobilize 


and their effect on human performance. | 


The final session will be closed at 12 
Noon by S. R. Naysmith, general 
chairman. 


| 


t 
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MARGINALLY PUNCHED 


CONTINUOUS 
FORMS 


CARBON INTERLEAVED 
FOR ALL TABULATING, 
TELETYPE & ACCOUNTING 
MACHINES 


YOU CAN GET. 


PROMPT DELIVERY! 
90 DAYS ON MOST ORDERS 


Qualified intelligent cooperation in 
producing your marginally punched 
lithographed continuous forms. Pre- 
cision-made for perfect results on all 
tabulating equipment. Satisfied na- 
tional users are our best recommend- 
ation. 


We also produce Snapsets on our 
exceptionally diversified equipment. 
Get in touch with Mr. Ruskin Watts 
for full information and samples. 


Write, Wire or Phone—T oday! 
No Obligation 


ALFRED ALLEN WATTS CO, INC. 


218 William St., N. Y. 38, N. Y. 
Phone WOrth 2-6220 


Piants: New York City 
Newark, N. J. Belleville, N. J. 
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SANFORD INK COMPANY 
Bellwood, Illinois 


March, 1952 


SURVEY REVEALS AVERAGE OFFICE OF 
| 100 PEOPLE HAS 8 © 19 DIFFERENT 
1 a MAKES OF PENS TO FILL 


Sanford’s Penit is the one ink that 
makes every single one of these 
pens start instantly — yes, any pen 
regardless of special construction 


Offered solely to acquaint 
your office staff with the 
quick-starting ink that 
makes any pen work bet- 


‘or ft; 
oN i inty- / 
by - ..- Not Mr. Big-Fist 
SEND COUPON WITH NAME OF YOUR SUPPLIER 
SANFORD INK COMPANY ; 


Bellwood, Illinois 
Have my stationer send me one-half dozen office-size 26-ounce bottles 
n Ink 


Inasmuch as this is my first order of PENit in the new 26-oz. size, please 


Ink for distribution to our office employees. 


1 
| 
l 
| 
| 
| 
| 
! 
send me without charge 12 desk drawer size bottles of Blue-Black PENit 
I 
| 
| 
! 
ail 
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EAGLE-A! 


When you want paper that will 
create a smart, lasting impression 
... When you want paper with 
snap and crackle — combined with 
fine typing and erasing qualities — 
just say to your stationer, “Give 


me Eagle-A.” 


For letterheads, second sheets, 
onion skins; legal and testimony 
tuled, printed “copy” or manu- 
script covers — the highest quality 
is assured when you specify 
Eagle-A. Always look for this 
famous trade mark — symbol of 


highest quality standards. 


Write for samples. Address Dept. 2 


@ 


EAGLE-A PAPE 


AMERICAN © 
ITING PAPER. 


CPS Girls 


(From page 29) 


ployers of women who applied to take the tests. Al. 
most unanimously the duties of a secretary as outlined 
by the employer coincided with the general content 
of the examination. 

The 1952 tests will be held Friday and Saturday, 
October 17 and 18. Applications for taking the test 
are being sent now to Dorothy Bentley, Committee 
on Qualifications, 611 West Ottawa St., Lansing, 
Mich. Application must be made before June ist. 
A small fee to cover expenses is required upon apply- 
ing for and taking the tests. 

Prepared by prominent educators in each of sey- 
eral fields, the questions will cover six phases of sec- 
retaryship. Skill in shorthand, grammar, spelling, com- 
position and transcription will of course be part of 
the exams. In addition they will include secretarial 
accounting; general secretarial and office procedures 
including filing; principles of economics, management 
and general business administration; business law; 
personality and the ability to develop goodwill 
through public relations. 

Great interest is being shown in the question on 
human relations. In the 1951 tests it was composed of 
two standardized examinations and 25, problem situa- 
tions. The problems came from many sources—sec- 
retaries, businessmen, secretarial training students and 
business teachers. They were developed after conult- 
ing with a psychologist. 

Secretaries everywhere are displaying keen interest 
in CPS and are eager for courses to help them prepare 
for the examination. Schools and colleges are respond- 
ing. The Universities of Michigan, Denver, Houston, 
Washington, Hunter College in New York and the 
Peirce School of Philadelphia are among the leading 
institutions now offering these courses. 


The National Secretaries Association, a non-profit 
organization established in 1942 to promote the edu- 
cational and professional standards of secretaries, has 
been working on the CPS program for several years. 
During this time the association consulted with sec 
retaries, businessmen and educators in all parts of the 
country and in 1950 formed the Institute for Certi- 
fying Secretaries. Composed of representatives from 
business, business education and the National Secre- 
taries Association, the Institute’s chief function is the 
supervision and development of the CPS examinations. 
It is headed by Dr. Irene Place of the University of 
Michigan. 


One of the primary objectives of the CPS program 
—entirely in keeping with the aims of the National 
Secretaries Association—is to identify and endorse sec- 
retaries for top level positions. Its other goals include 
higher educational standards for secretaries, thus pre- 
paring them for the many opportunities that exist in 
the business world today; another important objective 
is to differentiate between the work of the secretary 
and the stenographer. 

Authorities on the subject agree that too many rou- 
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tine stenographic and clerical jobs are being termed 
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Who ever thought of burnishing the 
spindle bearing on a chair? We did! 


cs 
The spindle bearing on a Sturgis swivel chair looks like the inside of a yd 
shotgun barrel. It’s burnished to a hard smoothness that accommodates the spindle ‘ 
with micro-tolerance fit. Such perfect fit of spindle and er 


bearing is the key to smooth swiveling, without wobble, for as long as 


a Sturgis chair lasts—and that’s 


a long, long time. 
You can’t see all 


the quality that's 
engineered into 
Sturgis chairs. 


Before burnishing. In 
time the ridges, high 
spots and burrs would 
wear down under the 
action of the spindle. 
Result: a short and 
wobbly life. 


After burnishing. Hard, 
smooth and perfectly 
round. Micro-tolerance 
fit for entire length of 
spindle. Result: longer 
life and no wobble. 


Sturgis chairs are engineered for keeps. You can’t sce 
all the quality engineered into a Sturgis chair but it’s 


there in full measure—and because it’s there a Sturgis 
chair is a long term investment in office comfort and 
efficiency. Today the finest executive, secretarial, 
clerical, guest and institutional metal chairs are being 
produced by The Sturgis Posture Chair Company, 
Sturgis, Michigan. 
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Faith and begorra! Trust Irish luck to 
spot a good thing like Weldon Roberts 
Erasers, that whisk away mistakes as easy as 
a leperchaun can disappear. The name 
“Weldon Roberts” means smooth, clean 
erasing to folks everywhere. Weldon Roberts 
Erasers “Correct Mistakes in Any Language”. 


Ask your stationer for Weldon Roberts 
Erasers that have ALL the extras in quality 
and performance at no extra cost. Styles 
and sizes for all your erasing requirements. 


930 ENSEMBLE (Pink & Gray Rubber) A combin- 
ation eraser that does most everything. Handy, bias- 
beveled shape. Soft, pink pencil rubber joined to 
soft, gray ink eraser. For ink, pencil and crayon 
erasing. 


JET ERASER Convenient cylindrical stick eraser 
in attractive transparent plastic holder. Top unscrews 
so eraser stick can moved outward. Red rubber 
for pencil erasing, gray rubber for ink. Pocket clip 
style for ony * use. Brush whisk style for typists. 
Refills. ops for typing, accounting, drafting, pro- 
fessional and student use. 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th St., Newark 7, N. J. 
W orld’s Foremost Eraser Specialists 


cocoa 
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secretarial thus giving the top job of this occupational 
group a reputation for being uninteresting and with. 
out future potentials. Career-conscious young women 
have been turning to other fields where the oppor. 
tunities seem greater and the work appears more in- 
teresting. The present desperate shortage of secreta- 
ries—a serious problem to the business world—is the 
result. 

Through raising secretaryship to the status of a 
piofession, it is believed that the CPS program will 
again attract women to this field and help them 
achieve its limitless career potentials. 


Meet “Punchy” 


(From page 34) 
night. “What's the use of having holes in a card 
instead of typewritten information?’ Well, these 
holes in a card will make our IBM machines do many 
things for us. 

You see, in each of the machines there are sets of 
little brushes like the bristles on a suede shoe brush. 
When a card is put through these machines it passes 
through a set of these brushes. If you have cut informa- 
tion in a card, these brush tips when they pass over 
the hole you have cut into the card, will make an 
electrical contact. This contact will make the Repro- 
ducer machine transfer holes from one card into 
another. It will make the Calculator machine multiply 
one number by another, besides dividing, subtracting, 
adding, etc. It will make the Sorter machine separate 
thousands of cards, arranging them in alphabetic or 
numeric order, and it will make the Collator machine 
put back together in their proper places separate 
groups of cards. 

Are you still confused? Well, have you ever seen the 
music rolls with rectangular holes that you insert in 
a player piano? With these music rolls you can play 
the same tune as often as you like and whenever you 
like. The holes in the music roll regulate your piano 
keys and make your piano play. The punched card, 
with these same rectangular holes, works on the same 
basis. Instead of making music, though, these ma- 
chines regulated by the punch in a card will give 
you printed lists, add and subtract, multiply and 
divide, sort and merge and reproduce holes onto 
blank cards for you. They will do this for you as often 
as you like and whenever you like. 

Although all these IBM machines seem to know 
what is cut into a card you are probably wondering, 
“How will I be able to read what I have punched 
into a card when the card looks like nothing but a 
mass of little holes?” Now that’s where our Interpreter 
comes in handy. This machine does the reading for 
you. Impossible! you might think, but actually it isn’t. 

In the framework of the Interpreter there are al- 


(To page 74) 


Cordley & Hayes Win Contract 

Cordley & Hayes, 443 4th Ave., New York, major sup- 
pliers of electric water coolers (for shipboard use) to the 
U. S., Canadian and other allied Navies during World War 
II, have just been awarded a contract for 950 electric water 
coolers. 

This contract is based on the new U. S. Navy Specifica- 
tion MIL-R-15456A—Electric Water Coolers For Ship- 
board Use. 
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Here are a few of the 
or _ DENNISON ITEMS 


ine . that will help you save time, 
ate en 
.. DEMMNMSOW OFFICE ALDS _ |< downers, make work easier 

he 

in SAVE TIME AND MONEY SHIPPING TAGS 

ay ; , METAL RIM AND KEY TAGS 

In these cost-conscious days there’s a vital need for smoother, 

no COIN CARDS 

rd, faster office operation. Dennison makes dozens of “big little 

wr P 8 RED BORDERED GUMMED LABELS 

na- things” that bring better results to hundreds of office jobs. . . PRES-A-PLY LABELS 

ive 

nd from addressing and marking outgoing mail to preparing file ADDRESS LABELS 

ito ' ‘ ‘ 

ail folders, assembling binders, mending torn records. eae one 
AIR MAIL LABELS 

ow Put these versatile Dennison office aids to work for you — FILE FOLDER LABELS 

ng, 

ed call your stationery supplier today. SEALING AND ENCLOSURE LABELS 

ta 

: : ; . LAWYER'S AND NOTARIAL SEALS 

ed Quality Materials . . . Fine Workmanship 

for ee : f GUMMED REINFORCEMENTS 

Vt. Modern Designing . . . Convenient Packaging 

al. INDEX TABS 
PAPER FASTENERS 
MENDING TAPES 

nt SEALING WAX 

Jar 

ter 

ca- 

ip- 
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807LA 


807'2PB 


Top-quality Taylor construction . . . 
economy priced. Harmonizes with both 


steel and wood desks. Write for catalog. 


The‘Taylor Chair Company 
Bedford, Ohio. 
FINE CHAIRS 
‘Taylor sie ts 
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phabetic and numeric characters like the ones in a 
typewriter. When you punch information into 4 
card with your Key Punch and put it through the 
Interpreter, those little electrical brushes will pass 
over the holes in the card which will cause a contact. 
This contact will act as if you yourself were hitting 
the keys of a typewriter and the alphabetic or numeric 
characters, whichever you have cut, will print across 
the top of the card. 


Survey Planning 
(From page 36) 


to satisfy requirements. Condition of the work and 
amount of backlog should be noted. And, finally, the 
completed notes should be read to the employee in 
order to insure that the analyst has an accurate and 
complete summary of the work performed. Periodi- 
cally during the work inventory process, it is advisable 
to review the notes on each completed inventory with 
the supervisor directly responsible for the work func- 
tion or detail, as his knowledge of the operation will 
often disclose omissions or exaggerations. 
Observations: During the course of obtaining work 
inventories, close observation will reflect the general 
deportment, cooperation, performance, and “company 
spirit” prevailing in the office. Particular attention 
should be given to tardiness, prolonged periods of 
absence from desk, visiting, and telephone calls. If 
authorized recess periods are in effect, do employees 


| observe the time limitations? Are records, ledgers, etc., 


put away in advance of the closing hour? A general 
observation of the office space layout, lighting, and 
equipment should also be made. Determine if the 
ofice is arranged to provide convenient flow of docu- 
ments. Noisy equipment should be grouped in a separ- 


_ ate, soundproofed section of the office if conditions 


OFFICE MANAGEMENT AND EQUIPMENT 


permit. 

The information gathered during these phases of 
the survey is basic, and will be referred to constantly 
in summarizing the findings and writing the report. 
For these reasons the data should be orderly and in 
sufficient detail to afford easy reference. 

Review of Stationery Forms and Reports: Each 
stationery form and report should be reviewed to de- 
termine its use and effectiveness. Samples collected 
during the work inventory may be used for this re 
view. Analyze each form and report by tracing it 
through all phases of handling and use from time of 
preparation to final filing. 

(1) Is it necessary? 

Is the information duplicated in any other 
report? 

Can it be consolidated with any other report: 
How many copies are prepared? 

Is each one necessary? Can number of copies be 
reduced by having one serve two or more pur 
poses? 

In those instances where the form or report 
must serve as a source document, it should be 
designed to expedite preparation and_ provide 
for easy copy, i.e., the data recorded should be 

(To page 76) 
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YOUR OFFICE ' 
val wl 7. 


SUPPLIES by 


Gnnis 


For more operating efficiency— 


in your office, in your warehouse 
or in your factory—make sure 
that your business supplies 
carry the ENNIS name—first 
name in America for fine 

paper products for general 
business use. Buy them from 
your dealer now. 


Ask your dealer 

for ENNIS 

products... 

he’s sure to have 

them! | ee? 


TAG & SALESBOOK CO. 


Manufacturers of Paper Products 
Factories at Ennis, Texas ¢ Chatham, Va. 
Branches in Houston, Dallas, Birmingham, New 
Orleans, Albuquerque, Los Angeles, Denver, 
St. Louis, St. Paul and New York 
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Muir 


MODEL 40 


$44.50 


(Fed. tax and Supplies 
extra) 


How to Solve Addressing Problems 


No matter what size mailing list you have, there’s a 
MASTER ADDRESSER to fit your needs and your 
budget. With this system anyone in your office can 
address envelopes, cards, folders, catalogs—with speed 
and ease. Low cost, pre-spaced Master Tape easily 
prepared on a typewriter right in your own office. Three 
models to choose from—a type for any mailing list 
requirement. 


No Stencil @ No Plates © No Ribbons @ No Ink 


Ask your office supply dealer 
write for literature 


6500-M West Lake Street, Minneapolis 16, Minn. 


tMdddede C0 
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(From page 74) 

in the sequence most convenient to follow. Re. 
curring data which is sufficiently repetitive 
should be preprinted on the form. When codes 
are used in transferring information from the 
form to a tabulating card or other type record, 
preprinted data should include the code as wel] 
as the alphabetic description. If the form o 
report is prepared with a typewriter, the head. 
ings should be arranged and spaced to allow for 
using tabular stops on the machine to spac 
from one item of the heading to another op 
each line of the heading. 

Is all the data appearing on the form required 
and used? 


Will the use of blocked squares for showing 
“x” or quotes facilitate preparation? 

If a multiple copy form is used in large quanti 
ties, consider the one-time carbon snap-out type 
of form versus inserting carbons each time the 
form is prepared. 

Rather than use different colored paper t 
furnish prominence to each copy of a form o 
report, a distinguishing number on each cop; 
may be economically substituted to serve the 
same purpose. Also as an aid in making distri 
bution, the name of the receiving department, 
office, etc., may be printed on the respective 
copies. 

Does the size of the form meet with filing re 
quirements? 

Will it meet paper size standards from a paper 
cost viewpoint? 

Can it be made smaller? 

Is the proper weight and grade of paper 
specified? 

In those instances where forms and reports are 
prepared by machine method, such as tabulat- 
ing equipment, continuous-type forms should 
be considered. To speed up typing; checks or 
other forms may be printed in strips of 5 or 6, 
after which they may be cut into individual 
forms. 

Quantity. As the cost of setting type, etc, i 
included in the price, whether the quantity 
ordered is 1,000 or 10,000, each quantit 
ordered should be as large as possible, consis 
tent with usage, storage facilities, and obs 
lescence. 

In order to facilitate reordering, and as an aid wher 
changes in design are proposed, all printed stationer 
forms should be numbered and a file record mai? 
tained on each one to indicate cost and suppliet 
juantity ordered, and minimum quantity. 


(To page 78) 
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Remington 1952 Air Conditioner Line 

Remington Air Conditioning, division of Remingto# 
Corp., Auburn, N. Y., has begun full production of its 19% 
line of room air conditioners. Featured addition to the lin: 
is the new Remington Model 4 “Roomette” 4%-HP unt 
It has a French gray, furniture steel cabinet and harmonit 
ing, one-piece, front louvres of Flemish oak. These a 
designed to provide “Down-Flow” draft-free distributio 
of conditioned air with no need for adjustments. 
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. Re. 
ot desk offers GREATER 
ot! New esk offers 
cord, 
“| WORKING COMFORT than you’ known! 
- than you ve ever Known: 
W for . 
™ Put your feet under this all-new Berger Steel Desk and enjoy real 
T On solid comfort! Berger designers know that you need plenty of leg 
; room to be really comfortable. So, they made the space between 
uired pedestals good and wide. Wide enough so that you can swing around 
in your chair without bumping. 
wing Then Berger built a center drawer that telescopes into the deep roll 
of the desk top to give you extra room vertically. 
lanti- On top, Berger put a new light “eye comfort” surface that blends 
type softly with papers, offers no harsh contrast, rests your eyes. (It lets 
e the you throw away that unsightly, cluttered blotter pad, too.) 
And, all this comfort is built into a desk only 29 inches high—adjust- 
er to able to 30% inches to suit you. There’s good “reachability” ... new 
m orl. locking convenience . . . full-opening, easy-gliding, dust-free draw- 
copi ers... choice of cool platinum gray, rich walnut and mahogany grains. 
e the Your office furniture dealer is proudly displaying the all-new Berger 
listr} 5000 Series Steel Desks and Matching Tables, now. See them, or 
“e write us for descriptive literature. 
-ctive 
BERGER MANUFACTURING DIVISION 
g Te REPUBLIC STEEL CORPORATION , 
“aii 1038 Belden Avenue Canton 5, Ohio 
a 
vaper 
S$ are 
plat: 
re 
ks or 
or 6, 
idual 
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ntity 
ntiti 
sis 
obso 
when 
ner 
nail 
dlier 
‘a STEEL OFFICE 
Tn EQUIPMENT 
unit Gees 
— ® Steel Desks and Tables 
ate Vertical Steel Files * Steel Storage Cabinets 
Steel Wardrobes * Steel Book Shelf Units 
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Methods Planning \ 


(From page 76) 


Quite generally, the use of mimeograph, ditto, or 
other duplicated forms or records develops un- 
observed to the point where it creates a costly method 
ol operation. An analysis will usually disclose in- 
stances where this type of form or record is used 
merely because of some one employee's desire to pro- 
vide more detail than is prescribed for a particular 
function. Also, when large quantities of a form are 
used, it is more economical and satisfactory to have 
them printed. However, the natural tendency to adopt 
reproduced forms for requirements of a temporary 
nature, or as a means of providing data of question- 
able value, is sufficiently prevalent to justify having 
each form numbered and requiring supervisory ap- 
proval for its use. 

Notwithstanding the fact that stationery forms 
represent a large item of expense in every organiza- 
tion, a major economic benefit will result trom fast, 
accurate preparation and utility of the completed re- 
port. Therefore, these are the predominant factors 
that must be given full consideration in the design ot 
every form, report, or record. 

Developing and Summarizing Conclusions: Com- 
pleted organization and work inventory data and the 
work logs are used by the analyst to develop and 
summarize his conclusions. Analysis is made of the 
piocedure, manpower, forms, and equipment utilized 
in performing each function in each section or di- 


(1) 


(4) 


vision of the organization being surveyed. 
Normally this analysis should follow the work flow 
and include the following: 


Record each complete function. A job is more 
easily analyzed if broken down into separate 
details or operations. The use of charts for this 
purpose is helpful. 

Is the function a necessary requirement? When 
studying this point also develop if any phase 
can be discontinued. 

Is it being performed in the most practical 
manner from a methods point of view? Criti- 
cally analyze it in detail. Develop how it is 
done, and why it is done that way. Compare 
the work volume with manpower used, as in- 
dicated on the work logs or obtained from 
other sources. Test each stationery form and re- 
port as outlined under “Review of Stationery 
Forms and Reports.” Determine if the proper 
type of office machine equipment is being util- 
ized. Review incoming and outgoing correspon- 
dence, also current and completed files, to ac- 
quire knowledge of the correspondence volume. 
Is the function being performed by the proper 
employee at the right location? Are the various 
details of the operation performed in the most 
advantageous sequence? 

Determine if there are other ways of perform- 
ing the work. Study each possible method, in- 
cluding the one being used. Possibly—with 
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WL-COT 


TRADE MARK | 


Waste | 
Baskets | 


OW 


— —-reduce— + — 
waste receptacle 
costs! 


New Vul-Cots give you life- 
time service—colors don't 
chip off, rims don’t break. 
Made of hard vulcanized 
fibre they are light weight, 
noiseless, durable and at- 


al in Mm 
ba tractive. Our exclusive 
bonded seam construction 
gives added strength—improves appearance. Easy to 


handle—easy to clean—they don't crack, splinter, dent, 
A BOOST FOR TEAMWORK rust or corrode—are guaranteed for 5 years. Vul-Cots 
cut your maintenance and replacement costs. Write 


The office is an indespensable member of your , a 
production team. Obsolete tools and equipment in today for catalog price sheet —Dept. OM-3. 


your office are as costly as obsolete equipment in 


your factory epitmeccemore | wtunme gets 
It is possible to counteract soaring costs by in- ee See a | << eee 
creasing the efficiency of your employees with mod- 2and3. atl | 
ern seating. Why not provide your office personnel a 
with the best—why not provide them with FINE- | 
REST? pe ol nly “ore prec my Bd SA 
Write us for free descriptive literature and the ments and supply rooms. Two | brown and olive-green. Gray 
sizes, Nos. 9 and 10. - l also available for use with 


name of your nearest FINE-REST dealer. 


gray office furniture. 


“America’s Standard of Business Seating” 
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some refinements and revamping—it is the best 
plan. Frequently, the idea of changing predom- 
inates to the point where the merits of an ex- 
isting practice are minimized. Evaluate each 
plan and determine the most practicable and 
economical method or procedure available. 

On the larger projects some research is advisable to 
learn what system other large companies use for the 
same work. Such research will not bring forth a cut- 
and-dried plan which can be used in detail. However, 
the plan principles used by others may be beneficial 
and, in some instances, their experience may assist in 
developing or refining some of the details to a greater 
degree. 

Audit Provision: An integral part of every system 
is the provision for audit of finished work. The proce- 
dure or system must provide necessary controls and 
continuity to allow for direct examination and verifi- 
cation. Where the volume is large, intermittent con- 
trols should be established to allow for test checking 
portions of the work. Controls should allow for audit, 
starting with the detail document through all opera- 
tions to the final ledger entry or report. 

Management Viewpoint: Throughout the analysis, 
the management viewpoint should be considered. 
What does management need to administer its res- 
ponsibilities. What part, if any, of the existing system 
is not satisfactory to them, and can it be corrected? 
This reasoning must be tempered to the extent of 
producing information which is necessary, and which 


and future requirements. 


Dept. 3 
Pacemaker to 


progress in partition 
design and engineering 


“Take it from a girl who knows, and 
you, too, will hold out for VMP all 
steel Mobilwalls. No other partition 
can do so much to improve the appear- 
ance and efficiency of your office.” 


Virginia Metal Products Corp. 


PLANT: ORANGE, VIRGINIA 
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will be used to good advantage as compared with data 
prepared because it might be used at some future 
time. 

Immediate Change-Over: Quite often the value of 
a proposed change is so apparent that management 
will agree to make it effective immediately. Full ad- 
vantage should be taken of such opportunities. 

Production Standards: This method of measure- 
ment and control has made very rapid progress in its 
application to office work. Production standards 
should be applied to those details or types of work 
having a sizable volume of recurring duties which can 
be measured without incurring excessive cost. 

So far there have not been any universal standards 
established which can be considered as applying to 
all offices. Stenography and typing, being the most 
common types of work performed in an office, do not 
have a fixed standard because of variations in the 
kind of matter typed, and a wide variance of opinion 
as to what the standard should be. This latter point 
is, no doubt, influenced by differences in wage rates 
and the incentive plan of remuneration. In our work 
we use 20 minutes for typing a full letter-size page 
and 40 minutes for dictation time and transcription of 
a full page letter as the standard for non-technical 
work. 

Production standards may be determined by (a) 
conducting time and motion studies, and (b) using 
the highest or near-highest output of an outstanding 
employee in a group assigned to the same kind of 


"My boss knows what | need to keep me happy! 


“Friend, you’re looking at a girl with 
one of the smartest bosses in town. 
When he decided that we needed new 
partitioning, he checked and compared 
every partition available. His choice? 
Friend, when the Mobilwall story was 
laid on his desk, my boss saw the light. 

“For he learned that with VMP 
Mobilwalls, there’s no such thing as 
making-do, because VMP manufac- 
tures the most complete line of mov- 
able steel partitions. There’s a size and 
style for every possible layout, for 
every practical need. That’s why with 
Mobilwalls you get custom-made par- 
titioning without paying a cent extra! 
What’s more, VMP Mobilwalls are 
flexible — easily arranged and re- 
arranged to suit your present needs 


E> : ‘ 


“Streamlined offices with VMP Mobilwalls!” 


val 


FREE: mobiiwali data sheets 
give valuable facts about 
efficient partitioning. Write 
today to Virginia Metal Prod- 
ucts Corporation, Product In- 
formation Department, 97 
Thomas Street, New York 13. 


CORPORATION: 
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New DePENdable desk fountain pen sets and 
beautiful HandiPen desk sets for easy, effortless 
=" A complete line of moisteners to fit any 
need. Time-saving Kleradesk-Heavy-duty Cata-RacK 
for catalogs and books. All these aids and more 
too make up the Sengbusch line. 


Sound design and attractive styling make them 
easy to use. Your office workers get more work 
done with greater speed and greater neatness. 


This improved efficiency is easy to obtain. Just 
ask your stationer for the complete Sengbusch line. 
It is attractively priced—saves you money as well 
as time. 


Hands do not touch 


The KOPY ALIGNER DEVICE 


coated surface of carbon was awarded 
SAVES for Ps e ol 
MUCH OFFICE TIME and ECONOMY 
AUTOMATICALLY at Atlantic City at the 


COLLATES CARBON 
and SHEETS of 
COPY PAPER 


A Patented Device 


ALL CARBON SHEETS are WORN evenly so all color 
purchased IS used not thrown away, giving additional 
ECONOMY. Kee Lox will back up this wonderful 
device, using our Quality Carbon by sending to any Office 


Mail Today To 


KEE LOX MFG. CO., 


THE NATIONAL 


ASSOCIATION 
1951 


Manager, Purchasing Agent or Secretary, FREE, no obli- 
gation, one box with 25 sheets of Carbon size you use if 
requested on the letterhead of your Company. These 
samples will show you up-to-date EFFICIENCY. 


Annual Convention of 


PAPER BOX MANUFACTURERS 


KEE LOX MFG. CO. OME 
Rochester 1, N. Y. 


Please send Box and Samples Kopy Aligner Carbon Size— 


ROCHESTER 1, N. Y., U. S. A. To City Zone—— 
We use . : 

A few foreign agencies still open Standard Noiseless Electric 
Signed Title 


Export Dept., Rochester |, N. Y. 
March, 1952 
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ACCOBIND | 
FOLDERS |, 


SIGNALS _ 
and MAPTACKS 


ste: B. Graff Co., Cambridge 40, Mass. 


work, i.e., payroll clerks, price clerks, comptometer 
operators, ledgermen, stenographers, typists, key 
punch operators, addressograph operators, reproduc- 
tion work, accounts payable work, etc. 

When using either of the above, certain fundamen. 

tals will apply, i-e., 

(1) The method of doing the work is examined 
to make certain it is the most efficient one. 

(2) Determine the unit of measurement, i.e., num- 
ber of pages typed, volume of tab cards 
punched, number of invoices, number of post- 
ings, number of impressions, etc. 

(3) Each unit of measurement is broken down into 
handling steps or motions, i.c., in addressing 
an envelope there are the following steps: in- 
serting envelope in typewriter; reading address; 
typing address; removing the envelope. 

(4) Establish the time required to produce a given 
number of work units. Usually the time is 
hourly or daily. Use a fair average, not the 
highest or the lowest. 

(5) The measurement may be established for an 
entire group of employees doing the same 
work; however, the individual plan offers bet- 
ter control. 

(6) The standards should be high enough to en- 
courage application of the employees doing 
the work. 

(7) When starting a new system the standard will 
be lower until employees became familiar with 
the work, and then adjusted upward. 

(8) Standards are based on the production reason- 
ably expected from a capable employee. They 
should not be set to meet shortcomings of in- 
dividuals. 

Job Descriptions: Each job should be recorded on 

a Job Description form. During a survey, recommen- 
dations often change the duties of various assignments. 
These changes occasionally downgrade or upgrade the 
work sufficiently to warrant a change in the clerical 
classification. This feature is important and should 
be commented upon in the survey report and indi- 
cated on the organization charts. 

Tentative Form of New Procedure and Recommen- 
dations: From the foregoing analysis, study, review, 
and comparison of his findings, the analyst will formu- 
late an opinion as to what his recommendations will 
be. 

A tentative outline of the proposed changes is made 
as a guide for discussion with management and pre- 
paration of the final report. This outline should in- 
ciude a comparison of present and proposed proce- 
dures; work production standards; manpower and 
classification recommendations; equipment require- 
ments and cost; monetary savings; plans and cost of 
making change-over; and other data pertinent to the 
assignment. The use of charts or graphs is recognized 
as a conclusive method of presenting survey findings. 
They may be used to simplify the discussion and pre- 
sentation of: 

Present and proposed organization 

Present and proposed work flow 


(To page 84) 


82 OFFICE MANAGEMENT AND EQUIPMENT March, 1952 


—— 2 
. _. — re Bios 
es _ PRR ik AE Sie os oa SS a 
ie ‘ “ Bess ak. a le ail 
— : ee Me ee: ae 
3 og aa 
z Pee Fe "ths De ee" | 
‘ / jee Se hy Me: one : re | 
i No. re 
O 
“ M RE and Nore firm, on a 
j ar . : 
P e 1 tdizing on Ze | form 
. Ccop; | 
h eng Older, for ay fe desk 
; ig Cir : ee | 
fling Ask Your ae ° 
“One, t nad | easie 
3 oO Shoy, ys = 
& SaVin rot the he | ois’ 
oe Vv ad “ad Many Othe, ad. x - | . : 
he aNtages of Acco. “ fewe 
" for ding -e 
My VOuy business tee ~ a 
“tr i OE ee 
; % Sl — 
a Bre! ee ——— 
is Eis “2 : —— = ee ee 
’ ae ccs ae ae ee Greet 
| eae gees Bt ieeg om a gs = 
| = ine: 
a ee ity stig > rage CTs, ie ett 
> ae s o aA tes So & “ a ad 
: “ ACCO PRODU aes: - 
; ee sl Ao a B, 7. 56) L tomtoeiet Sf mee F 
; IGHT FOR ACT /C , 
= 6m ~~ 
<r es ie a ; - f 
fe sa” 4 
[ 
By 
.,. - miele | * * ah 7 I 
is rn ou 
Bg ae See ate te “2 - _ “ie 3a — e y 
’ 2 a 5 ¢E. IMPC 
se 2 ¥ 
: ae , es ae . = 
= Gow la 
- fe | : urite 
oe ¥ . ae 4 cally, 
” ae ie Sans : st tees sj rubb 
F. NN A is, | 
wn +\ ORE LA en 
i aa . of ee Shs ry 
ee: ¢, MY so wit ” Z <* 
4 ‘€ ei we Ww 07 
i Saal $s a\ : Sx oh. se Lae ae” 
iy \ “8 f a — A Po 
; f \ t oo Mare 
bie, a ; Ft PZ | 
ues te : os 
y A = | 
< " 4 4 
ia WEB 
ee 
7 ee 
y a ; a a 


TRADEMARK REGISTERED 


ac-a-desk 


This Amazing Desk Stabilizer 


Makes Typing 
Easier, Faster! 


No. one can be expected to type decently 
on a wobbly, slanting typewriter plat- 
form. But with a firm, self-locking Jac-a- 


desk, typing becomes 
$4.50 


easier, faster, less 
JOBBERS 


noisy — mistakes 


Jac-a-desk has smooth 
exterior—no protruding 
locks or handles. Ex- 


pands from 16” to 30° 
—high enough to sup- 


port standard height desk leaves. See 
your dealer today! Specify Jac-a-desk ! 
ee @ @ 


IMPORTANT! Before making costly repairs or 
replacement try Jac-a-desk. Perhaps your type- 
writer only needs this common-sense support. 
Up in a jiffy, down in a jiffy—locks automati- 
cally. Non-snag, satin-like finish. Sure grip 
tubber ends. Easy to stow. at 


me 


GONCO MANUFACTURING COMPANY 
1259 So. La Brea Avenue, Los Angeles 19, California 
IN CANADA: Underwood Ltd., 135 Victoria St., Toronto 
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STROMAL 


marking crayons — 


STAONAL Crayons fill every bill be- 
cause they are made for every purpose. 
Waterproof or washable— permanent, 
semi-permanent or temporary, as re- 
quired—black, white or colors. 


No. 1 —For general checking 

No. 1 —CT SPECIAL—For China, Tin and other 
smooth surfaces 

No. 2—For general marking and express packages 

No. 3—Bowling Alley crayon, round or hexagonal 

No. 4—For Glass, Cellophane, Plastics, Wax Paper 

No. 5—For Leather, Fabrics, miscellaneous marking 

No. 9—For marking Dry Lumber 

No. 11—For marking Rubber 

No. 29—For Green, Wet or Dry Lumber 


No. 295 —For Silk, Rayon and similar fabrics 
Gold Medal Products Lead on Merit 


BINNEY & SMITH CO. 


41 East 42nd St., New York 17, N.Y. 
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No USE 
LOOKING, 
OSCAR ,,..YOu 


PAYCHECK “OUTLOOK” ENVELOPES 


Eliminate the time required for addressing, also chances of 
making errors. 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check. Nothing shows but the 
employee’s name. This improves personnel relations. 


THE N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


RTE TOOAI 


Write for samples and prices. 


ss a 


Originators ef “Outlook” Envelopes. Est, 1902 


With Safeguard system of check protection there is 
no pay day fear. You'll be “worry free” and 
protected from the slick hand of check forgers every day. 
Safeguard Checkwriters with security lock 
are available in models H, K, Voucher and 
International. Get complete details, 
simply write Safeguard Corporation. 


Safeguard Corp. 


LANSDALE, PENNA. 


OVERSEAS DIST. — SAFEGUARD INTERNATIONAL 
3312 LANCASTER AVE.—PHILA. 4, PENNA., U.S.A. 
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(From page 82) 

Production standards 

Work load fluctuation 

Office layout 

Comparative operating costs 
posed) 

Specimens of new forms and reports, their cost, 
and reference to present forms should be included. 

It is advisable to enumerate the shortcomings and 
inadequacies of the present system, explaining what 
corrective measures are provided. In doing this, care 
must be used to exclude harsh criticism or personal 
inference with regard to their existence. 


(present and pro- 


Give full credit to the individuals concerned for 
any usable suggestions or ideas they have offered dur- 
ing the survey. Also express appreciation for the assis- 
tance and cooperation of those in the organization 
who were required to assist the analyst or supply data 
necessary in conducting the survey. 


In presenting all of these data, make certain it is 
| factual and, when it is absolutely necessary to use es- 
| timated figures, quote them on the conservative side. 

Arrange the matter in logical sequence and separate 
_it into parts under appropriate headings (see section 
Final Report which follows in next installment). Be 
definite and concise—using sufficient wordage to 
clearly and completely explain your story, but avoid 
lengthly discussions. Arrange charts, graphs, and other 
exhibits in a separate section. 

The tentative procedure and recommendations 
should be discussed in general with the supervisors of 
the office, if policy permits, then in detail with the 
analyst’s principals and management of the depart- 
ment or unit covered by the survey. 

Make changes if necessary, as a result of any con- 
structive suggestions or criticisms. 

(To be concluded in April) 


AMA Promotes James O. Rice 


The appointment of James O. Rice as administrative vice- 
president of the American Management Association has 
been announced by Lawrence A. Appley, president. 

Mr. Rice will be responsible for the administration of the 
Association’s general program, including conferences, semi- 


| James O. Rice 


nars, research, publications, public relations and membership 
service. He will continue his duties as secretary of the 
Association. 


Mr. Rice joined AMA as editor in 1935. He became secre- 
tary in 1948. 


| 
| 
| 
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VANGUARD sree 


STORAGE FILES are available 


will serve 
as an 
active file. 


OuT- 
STANDING 
FEATURES 


1. Brass finish cardholder and handle. 
2. Four rollers for ease of operation. 
3. Index guide rod with brass knob. 
4. Positive and simple stacking provisions. 
5. Self-locking follower available. 
Available in both a beautiful Hagamerloid 
Gray or Office Green oven baked finish. 
LETTER AND LEGAL SIZES 


A Sturdy Recessed 
Base with Toe 
Clearance at Front 


See your local dealer or, write us direct 


CHICAGO 4 Hee 


5 
L . on . 


WEST JACKSON BOULEVARD 


TALET_75 RACKS 


alt MORE SALES 
ial FEATURES 


Led by architects and 
office planners the trend 
is to Office Valet ward- 
robe equipment. By 


, aired 
an en to germ killing 
light this modern steel 
equipment helps prevent 
spread of epidemics and 
resulting absenteeism. 
Keeps wraps “in press” 
helps employee morale, 
saves floor space, fits in 
anywhere, ends locker 
room evils. 


Widely advertised in gen- 
eral business, institution- 
al and trade magazines, 
this line offers an almost 
unlimited opportunity 
for offices, factories, 
schools and institutions. 


Bulletin 
0.V.-4 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 
Mareh, 1952 


ON YOUR OFFICE TEAM 


ERASERGTING, 7077 on 


For Pencil and 
Carbon Paper Marks. 


The All-American office team of 
COLUMBUS 1492 pencil and wood-encased 
EraserStik 7099 and 7099B (with brush) 
now has 2 new members... .EraserStik 
7077 and 7077B—the new, better way 
to erase lead pencil and carbon paper 
marks. Insist on original EraserStik. 
Accept no substitutes. 


vs.a.7077 B 


SING 


ERAS 


FOR PENCIL 


r ~ 
FOR 


\ f 


AW Faber GRASER ST/K Gonren 


fLW)FABER-CASTELL 


PENCIL COMPANY, INC NEWARK N J 


OFFICE MANAGEMENT AND EQUIPMENT 


Precision Locked 
STANDARD HEAVY DUTY 
OFFICE STAPLER 


Preferred in 
modern offices 
everywhere 


2. PIONEERS and PACESETTERS FOR A QUARTER CENTURY 


ke Aaeaow fasrTener [o../nc. 


ONE JUNIUS STREET BROOKLYN 12. N ¥ 
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Chem-Board Storage Files are permanent. They cost and 
weigh about S090 Sees than steel; cost less than some 
ced corrugated paper files. 


Chem-Board is the product of our exclusive process 
for chemically impregnating 350 pound test corru- 
gated fibre-board to make it flint-hard and rock- 
strong. Fully loaded Files can be stacked to the 
ceiling without intermediate supports. They mate 
together ae - operate freely without sag- 
ging or binding... . repel vermin . . . can’t rust 
oes GO impervious to moisture . . . have positive 
drawer stops . . . follower-blocks are available. 


Chem-Board Files are e 

yh BR CONVOY Len board 
——— Write ad iow aie t 
trated price ls ie * & STORAGE FILES 
a «OS Eaten & Bes 60 © Guam & Ott 


..» he one and only 
Artgum brand! It’s the 
best! Look for the name! 


THE ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 
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CLASSIFIED ADVERTISING 


Rates are I5c a word. Minimum charge $3.00. b gre 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave. 
New York 10, N. Y. 


For Sale Or To Buy 


FOR SALE: Burroughs Bookkeeping machine Style 78 with stand and 
trays. Can also be used for payroll. Purchased late 1948. Excellent 
condition. Consolidated Mutual Insurance Co., 100 Clinton St., Brooklyn 
2, N. Y., or telephone Mrs. Kelly, TRiangle 5-5300. 


WANTED: ALL TYPES Office Machines, Office Furniture and Equip- 
ment. Highest Prices Paid. EVergreen 8,1496, Eskay Office Equipment 
Co., 718 Flushing Ave., Brooklyn 6, N. Y. 


WANTED—ALL MAKES Office Machines, Filing Equipment, Furniture, 
Kardex, Acme Postindex. Will pay more than trade-in allowances. 
Write, Wire, Phone CAnal 6-2054. National Office Equipment Co., 487 
Broadway, New York. 


FOR SALE: Leather sofas, chairs at factory prices. Leather furniture 
repairs our specialty. Murray Hill Upholsterers, 862 Sixth Ave., New 
York City. LExington 2-4030. 


KARDEX, ACME, GLOBE-WERNICKE, Yawman & Erbe. Rand visi le 
cabinets, wood and steel. Addressograph Cabinets and Trays; Ledger 
Trays, steel and insulated. Reconditioned first-class. Special prices to 
dealers. We also buy this equipment. Universal Office Equipment Cp., 
Inc., 7 Waverly Place, New York 3, N. Y. 


MULTILITH, MULTIGRAPH, MIMEO, SPIRIT-type duplicators. 
Big Savings. Varitypers, IBM ‘(new type) PSM for better reproduc- 
tions. Rebuilt and Warranted. Addressing, Mailing Machines (better 
than Trade-in offered for your idle, etc., equipment). Adamm Co., 250 
Third Ave., New York. ORegon 4-8765. 


WILL SELL CHEAP: List of 5 M commercial stationers and office ap- 
pliance dealers. Also list of app. 6 M typewriter and adding machine 
dealers. Names not duplicated. The Kraus Co., 48-02 43rd St., 
Woodside, N. Y 


Position oO pen . 


BUSINESS MANAGER: If you want an efficient manager of unusual 
ability to supervise general office work, personnel (including technical), 
purchasing, industrial relations, sales, promotion, contacts with clients, 
or advertising. I may be the person you want. At present, assistant to 
the president. Salary $5,200. New Jersey preferred. O.M. 124. 


INFORMATION SERVICE 
FREE 
TO SUBSCRIBERS 


The Subscribers’ Information Department will 
supply you with any information you require re- 
garding the source of supply of any office equip- 
ment, systems, services or supplies. 


Write us whenever you are interested in learn- 
ing the source of any particular office service, 
article or brand name and we will endeavor to 
promptly advise you where it can be located. 


OFFICE MANAGEMENT & EQUIPMENT 
The Magazine for Office Executives 
212 FIFTH AVENUE NEW YORK 10, N. Y. 
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Frank Lloyd Wright 

A new kind of architectural exhibition went on view at 
the Museum of Modern Art, 11 W. 53rd St., New York, 
when a “peep-show” of 2-dimensional color photographs 
of recent work by Frank Lloyd Wright opened January 
16. The exhibition, “Frank Lloyd Wright: Buildings for 
Johnson’s Wax,” (story published in January Office Man- 
agement and Equipment), will be on view on the first floor 
of the Museum through March 16. 

In a darkened gallery a series of thirty-eight 3-dimen- 
sional color slides in individual Sterio Realist viewers give 
visitors a “grand tour” of the new Research Laboratory 
tower and the adjacent administration building designed 
by Mr. Wright for S. C. Johnson & Sons, Inc., Racine, 
Wisconsin. 


New Lens Cleaning Solution Developed 

A new anti-fogging and lens cleaning solution called 
No-Mist has been developed for use on glass and plastic 
surfaces by Carol Chemical Products Corp., 368 E. 45th 
St, Brooklyn, New York. The invisible coating is non- 
streaking and resists the formation of fog, or steam caused 
by humidity, body heat or temperature changes. One appli- 
cation of No-Mist provides anti-fog protection for 24 hours. 
It may be applied by hand or by sprayer and is available 
in 8 oz. glass or plastic bottles. 


Suppliers for New Offices 

The new offices of the Collins & Aikman Co., New York, 
covered in last month’s issue of Office Management & 
Equipment, had many interesting features. Following is a 
list of manufacturers who supplied equipment and machines 
for these offices: 


Acoustical Ceilings, U. S. Gypsum Co., Chicago. 

Carpeting, Collins & Aikman Corp., New York 

Clocks, Western Union Co., New York; Telechron, In-., 
New York. 

Dictating Equipment, Thomas A. [dison, New York; 
Soundscriber Corp., New Haven, Conn. 

Dining Room Furniture, . J. Audi, New York. 

Drapes, Crown Curtain Co., Inc., New York. 

Duplicating Machines, Standard Duplicating Machines, 
Corp., Everett, Mass. 

File Cabinets, Steelcase line of Metal Office Furniture 
Co., supplied by Macey-Fowler, Inc., New York. 

Glass, Union Port Glass Co., Inc., Brooklyn, N. Y. 

Hardware, Elmer T. Hebert, Inc., New York. 

Incidental Furniture, Harvey Probber Showrooms, liic., 
New York; Kroehler Mig. Co., Naperville, lll; Stow & 
Davis Mfg. Co., Grand Rapids, Mich., supplied by Macey- 
Fowler, Inc., New York; See-Mar of California, los 
Angeles. 

Intercommunication Equipment, New York Telephone 
Co., New York; Autocall Co., Shelby, Ohio. 

Kitchen Equipment, Kitchen Maid Sales Corp., Andrews, 
Ind.; Nathan-Strauss Duparquet, New York. 

Lighting, Nelson-Tombacher Co., Brooklyn, N. Y.; Gili 
Glass & Fixtures Co., Philadelphia, Pa.; Lightolier Co., 
Jersey City, N. J.; Little Jones Co., New York; Westwood 
Industries, Paterson, N. J. 

Linoleum, Armstrong Cork Co., Lancaster, Pa. 

Mailroom Equipment, Pitney-Bowes Co., Stamford, 
Conn.; Widmer Time Recorder Co., New York. 

Murals, (Wall Paper Panels) Thibaut Richard l., New 
York. 

Posture Chairs, Stow & Davis Mig. Co., supplied by 
Macey-Fowler, Inc., New York. 

Typewriters, Remington Rand Inc., New York. 

Venetian Blinds, Adco Venetian Blind Co., New York. 

Wall Covering, Fabrikona Mills, Bloomfield, N. J. 

Water Coolers, General Motors Corp., (Frigidaire Div.), 
Dayton, Ohio. 

Wood Desks, Stow & Davis Mfg. Co., supplied by 
Macey-Fowler, Inc., New York. 
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cs 


Are Your Guide Tabs 


BROKEN? Cut them off and #< 


Substitute with 


permit removal or 


rearrangement. 

Large openin covered by transparen’ 

pyroxylin, te, blue, green, yellow, 
nk or red. 


nsertable labels tn perforated strips for typing. 
2 Sizes, 1 in. wide, and’ 2 in. Tops Peraight or bent back. 
Sold by leading stationers; U. S. and foreign, or sent post- 
paid responsible firms on 30 days’ trial. Price list free. 
—- Dy or less). 2 cents each. 
102.325 w by Sears, Roebuck & Co. 


CHAS. S. SMITH, Manufacturer, Box 818, EXETER, NEBR. 


SALESMEN 
sen 1952 1890 


Different? —Yes— but 

exactly alike in their 

dependence upon 
BEACH'S 


“COMMON SENSE” 
EXPENSE BOOKS 


to keep track of their 
traveling expenses. 


7338 Woodward Ave. 
Detroit 2, Mich. ae 


THE DIXON FASTENER 
HAS A HOLE THROUGH ITS CENTER 

SS WITHOUT REMOVING FASTENER, SECTIONS 

iW) OF SHEETS GO IN RING OR POST BINDER 


All brass Dixon Fasteners give sheets 
metal protection at the binder hole to 
stop tearin -~ wear. The thin 
curved desigw holds quantities of 


sheets intact in or out of the binder. 
Packaged 24 to envelope. 20 envel- 
opes to carton. Also 100 to box and 
10 boxes to the carton. 

Send for Free Sample 


Manufacturing Division 


DIXON RESEARCH, INC. — 


ROCKFORD, ILLINOIS 


REDUCE TYPING COSTS 
MASTER 


SPEED KEYS 


Faster-Easier-Better Typing 


Up to 20% more work can be pro 
duced through the installation of 
Speed Keys on office machines. 
Typists and stenographers jike them 
for these spring keys cushion the 
fingers, accelerate typebars, ~~ lighten machine action. Speed 
Key users type faster with less fatigue and fewer mistakes, Im- 
prove office efficiency and morale; purchase Speed Keys for all 
machines in the office. 

See your typewriter 'or office supply dealer or send direct for a 
FREE ONE WEEK TRIAL. 


SPEED KEY CORPORA 


268A Chauncey St., 
Brooklyn 33, N. Y. 
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= 96th CENTURY LIMITED 
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~oeif you replace 
worn casters with . 


Easier-swiveling, due to 
exclusive, two-level, ball- 
bearing construction. 
Finest made. Soft rub- 
ber-tread or solid compo- 
sition wheels. Types for 
all office chairs. 


Bassick “Diamond-Arrows 


They’re worth keeping after! Though today’s shortages and 
popular demand make Bassick Casters scarce, your office 
furniture dealer will get them for you! THE Bassick Company, 
Bridgeport 2, Conn. In Canada: Belleville, Ont 


a Bassick 


MAKING MORE KINDS OF CASTERS ... MAKING CASTERS DO MORE 
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“1 [| WAS GOING TO TELL BILL HE HAD LOST THE ORDER 


‘es When I walked into Bill's office to return tions were right too. I believe what 
“a his designs, I had just about decided to _ really clinched the deal was the atmos- 
81 give the business to his competitor. phere of Bill's office—the air of compe- 
* While we talked I did some looking tence and efficiency. It looked well 
ri around. Pretty soon we were shaking organized—like a place where a job 
& hands on the contract...and I felt would be done well. 
“a I'd been smart to give the job to his “Y and E” equipment is both attractive 
7 company. Afterwards, I asked myself: and efficient. It helps you sell yourself 
3 what sold me? ... get the order ... and get things done. 
< The facts and figures were right of “Y and E” offices are designed for 
course—but the competition’s quota- success. 
, 62 
im 
| Also Mckers of Quality Filing Systems and Supplies | MARK OF SUCCESS | is 
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1315 JAY STREET « ROCHESTER 3,N.Y., U.S.A. 
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ou'ng not suing 


Adding Machines...Accounting Machines... 
Typewriters...Carbon Paper... 

Ribbons 

One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 


Sales and Service Everywhere 


© 1952 


double... . '. 
th 2 mochines in one a ! 


When is a machine more than a3 machine? 


When it’s an Underwood Sundstrand Automatic Printing 


Calculator ... which does the work of two different machines, 


It’s a General-purpose . .. 


The Underwood Sundstrand Automatic Printing Calculator 
is the right answer for both large and small businesses. 
It enables an operator to change from payrolls to inventories ... 


adds... subtracts ... multiplies... 


divides 


Multi-purpose machine which 


. makes a two-color printed record of every operation. 
. the automatic Credit Balance feature. 


Po) 


from computing interest to figuring statistical calculations... 
without changing machines. 


And it performs ALL of its various operations with only a 10-key™ 
us touch-operated Underwood Sundstrand 
. reduces fatigue... 


keyboard. The fam 
10-key keyboard that speeds work . 


Get full particulars about this time, money, and effort saving 


2-in-1 machine. 


cuts error 


Underwood Corporation ............... sestintte comestedy ss 0+sesccc0 ae 


UNDERWOOD CORPORATION, One Park Avenue, New York 16, N. Y. 


Please send me your folder on the new Underwood Sundstrand 
Automatic Printing Calculator. 
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